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d. Posting on TFpong Stook Card 

SURPLUS PROPERTY 

1. Oenoral 

2. Surplus Property Records, waehington Area 

a. Transfers to Surplus Property Offioar 

b. Reoords 

5. surplus Property Offloer, Washington Area 
*• Hssponsibl 11 tlss 

Aotlon upon Rsoalpt of Suxplus Props rty 
4. Surplus Propsrty st Indspsndsnt Installations 
*• Submission of Rsport to Wtaliington 
b. Action upon Receipt of Dlepoeltion I n e true tl one 

INSTALLED AHD OTAflSIQHKD PROPERTY 

1# Qsnsrsl 
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2. Property Roeorda. ffaahington Are* 
a * otoQk Record Account 
b. U»e of Kora Ho. 30-14 

». Mqmrtuutgr tor a-tau* pr „„ rty 

pBNTHD QR BQRRQitki) Fftnmm'rv 

1* General 
2. Responsibility 

i2S2gY_18G0RD OH TB-PORA Kt LOAN OR GKTwn »P P . TD1 ,„ 

1. Temporary Loana 

2. Property being Repaired 

| A CCOUNTING FOR QASoLIHR . r U L. AW urns mauve 

1« General 

2. Stock Record Ao count 
Xeouoe 

A. Monthly Abstract of lasuoa 

Ipfiomm born out thr ough fain bm a-;d tear 

1* Goneral 

a« Definition 
b* Disposition 

_ '*• f rooo,sln S Kona Ho. 36-24 

c# Aotlon by the Central Sunolv m^A n*. ^ 

a. Approval PP y “ d Pro P°rty Of floor 

b. Disapproval i„ miola or in Part 

4 !;” l r iM of Un »« rv ioeablo I tana 
4. Action by t«e Surplus Property officer 
6. Indepondent Installationa 

e» Turn-In of Property 
b. Preparation of Fora Ho. 86-16 
o. Distribution of Form Ho. 86-1$ 

>OT , DAMAQKD. OR S TQLEH Property — SURVET8 

1* General 

». Individual Reaponaibility 
b. Initiation of Survey Reporta 

rTSir ki Pi * tribu ti°n of Survey Report. 

*. By Reapoaaible Individuals ‘ 

% «.°n 2 S S" ~ £rv u ° r ' sm 

8. Action by Chief of Station P iM# Indi ' ri<lu * i 

k* by t? CIO Property Survey Board 

6. Action by the Property Control Section 
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a« Approved Survey Reports 
b* Disapproved Survey Reports 
U. Aotlon by the Finn no o Division 

[ cio HIOFKlrfY il»gtVKY BOAM) 

1« Go aural 

2. Aotlon an Survey Reports 

3, Aotlon an Unserviceable or Obuoiote Property 
4* Policy with Respect t.o Pacvuilnry Liability 
b. flight of Appeal 

0* Paymtmfc of Pecuniary Charges 
7# Collection by Klnanoe Division 

j OR 0AWA0K ?0lt WiilCH LIAftlUTY Jta AmiXTYKl) 

X# General 

2* Action by Responsible Individual 

3. Action by Unit Supply and Property Officer 
4* Action by tho Property Control Section 

b. Aotlon by the Kin since Pi vision 

G* action by tho Consolidated Supply and Property Of floor 

^<K)-vai73 of iuvia?onv adjust;^;? 

lm Perioral 

a. Limitations on Uso 

b. Correction of Errors in Postings 

o* Correction of Property Accountability 
2« Preparation and Distribution 
Z'z Action by the CIO Property Survey Board 

4. Aotlon by the Chief or station 

5. Disapproved Inventory Adjustments 

I ^XHiMPiriRE »i- PROPERTY 

1*. Expenditure of Property for Experimental Purposes 
2* Expenditure of Supplies by an Accountable Supply end Property 
Of floor * 

jsOWSOLIDATKD PROPERTY HKPORTS 

1. General 

2* Preparation of the Consolidated Property Report 
a* Details of Preparation 

5« Distribution of the Consolidated Property Report 



1* General 

2* Audit Objective 

5. Certificates of Audit 
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yisposixrnf or cio ^jiOi-nuTY 

1* Definition o f Property Uncord* 

Zw Disposition Action and Limit at Iona 

j !7io;-']-.Hry i»a;;s:::-; 

1 * General 

2* Co >rdbmticm with Accountable Officer 
£»# Initiation of Hc> 4 uoet for ‘-uaii 
4* - Authority to Po -r oa 

| issuance ok l 'K ipertv cu;a;> A rens 

1. Washington Area 

a. Action by Individual 
h. notion by Adrainistrat ive Officer 
c* Action by Unit Supply and roporty Officer 
dm Turn-In of Property 

Instructions for Enlisted Personnel 
f. Lost, Damaged, or Stolon Pro orty 
£• Voluntary nnytmnt for Lost Property 
h. Property in Transit 
Z m Outside Daohingtcin Area 

a. Certificate fror Consolidated Supply und Property Officer 

b. Granting or Withholding C lour (me o 

c. Cleurunoo after .Property Turn-In 
dm Initiation :if purvey Ko;>ort 

Retention of Essential Property 
tm Distribution of Cleaiumco Henorandum 
C- Arrival in Washington 
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FISCAL 


tabu* of mimm 



'SEFfKHAI, 


1. Furpooo and goopo 
2 ♦ Fi mo tions and Organ! gntlor. 

6 9 E xamining and Certifying Offloiftlo 

a. Rosportoibilition 

b. Dosigwitionij 
o. Revocation 

4# Advencu Do ole ions 
4. Safekeeping of Public* Funds 
C. Inap options 
B. Liaioon 



ATOM ' 

1* GoQoral Lodger 

2. Allotment Lodger 

a. Requirement 

b. ^aintononco 

o • Consolidation 

3. obligation!! 

a* Establishment 
b. Type* 
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4. j looord or unliquidated Obllftutlonrj 

a. Maintenance 

b. Consol ldnti on 

b* Object Classificati on 
8. Distribution Lodger 
a* » <alntenanoo 
b. Consolidation 

7. Lapsed Appropriations 

25X1A 

p AYR0LI, ATO) UiATC 

1* Tltto and Attendance Reports 
a« Recording and Reporting 
b* Certification 
o* Submission 
2* Payroll Propunytlon 
3 , Overtime and HoIi<ia^r l Aity 
4# Hight Duty 

S* Living and quarto ra Allowance 
0# Final Salary payments 
7* Payroll Deduction s 

a. Retirement Deductions 

b. 7ox Deductions 

c. Bond Deduction® 

8. Distribution of Salary Checks and Bonds 


■ 
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0. l,o a vo Hogulfttioni 

n. Annual Leave 
b. nick Leave 
Q. Court l,OftVH 

d. Loavo for Civil norvico tftamlnation 

o . v ut o mi ty ho av « 
f . v ilitary Leave 

I/O a vo vlthout i ay 
h. Compensate ry Ixmvo 



1. Ad van co of I>\mda 

a. Bonding 

b. Accounting for Advances 

e. Recovery of i^linquont Advances 
2* Keigiburooiacnt Vouchor for Tr aval ffxponoea 

a. Preparation and Submission 

b. Audit and Certification for nyiaant 
3. Carriers 1 Billings 

4* Adjustment Vouchers fron Federal Aggnoies 
5. Transportation Roquoots Lost, Stolen# or Canceled 



TKAN3P0RTATI OV BILLINGS 

1* Govamaent Bills of Lading 
2, Prglgfrt» Express, and Cargo 
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Movement of Household Kffootu 
*• Tfthln Continental United gtirtos 

b. outside continental United states 
4* Mail nnd Parcel Pont 
^ * nililngn nnd Claims 

25X1 A 

PjJHOl i A S h. U AUQ 8KUVICK8 OTl iKK VI C All HSU# ON Ah 

1 * Vouchers cuid Billings - Oonwrnl 

a. Preparation 

b. Completion 

o. Vendor’s Certification 
d. Aid to Claimants 
Zm VQ^obers nnd Billings - Special 
Telephone "ouchora 

b. holograph. Cable, Loaned ^iro, and Macao Voueherii 

c. Potty Cash Vouchors 

d. Vouchers from Other flovomnont Agenciou 
3. Advance payiannt c 

a. Subscriptions 

b. post Office Pox Hentnl 
o. postage Stamps 

*• ^ ^ Qnalt y Charges on Contracts 

tu Discounts 

b. Penalty Charge# on Contraot# 

®» Itaauthorlaed Purohaee# 


roiu 

u .?t. ? \ 


I I lj 


m 


is snL 
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COUjKCTIOMa 

!• Deposit or Coll option n 
'•+ fillln ta r Collection 
it. Forma 


/ / 


b* Hilling process 
o* F timbering 



DisgLTOanaiT activities 

1* Scheduling Vouchers for Payme nt 
2. Chookn 

*w Negotiability 

b* Lost, Stolon, or Destroyed Chocks 
c. Forgod Endorsement 


'U Chocks for Cancellation 
o. l/holained imd Undelivered Checks 
3. Account Currant 
4 * Disbursing Funds 

H * Acquisition for Disbursing Funds and Accountable v/nrranta 
b, Ho quo at for transfer of FunOc 



AUDITS AND REP O RTS 

1* Site Audits by General Accounting office 
2* Exceptions 

a* General Accounting Office Exceptions 
b. Administrative Exceptions 
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3. Claims 

prooaaoing 
b. Typo 13 

«. Statutory Limitation on Claims 
<U Review of Claim settlements 
Hoportq 

Statement o C ft tun oral /',oriaurtt Balances 
b, statement of ilalunoois Showing- Status of Appropriations 
o. 0tutorao2.it of Apportionments and Allotment Aocounte by 
Appropriations 

d. Report on •Itatun of Appropriation 

e. Analysis of Appropriation status 

f* Uoport of Obligations and -xpomUturos by object Claascin 
&• uumary Statement of Disbursements mid Collections by 
Appropriation Limitations 

h. Annual Summary of Retirement Fund Transactions 
!• quarterly Return of Tax Withhold 
j* “Tith hoi ding Staterncmt 
te. Annual Report of Withholding 
1. Report of Leave Balances 
6. Reconciliations 
<3* Audit of Stmap Accou nts 

25X1 A 
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1. ggoge 
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u. jgcpoutiituroa 

u« Rtyinburoenon't 
b. DiBburuaraont 
-•• Aocountlnt; awl Reporting 
4. I'ayrollir^; 
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I* m . mkt mi) proci mmvs 

TABUS OF C0WTKNT5 


OiEHSHA), 

1. Purpo se 

2. ) >g£lnitlonB 

3* Responsibilities 



irovKinrwT o y cio mnxjK? 

1. Call for Sstlnutos 

2. Action on Katimtos 



AW I IK STRATI OH OF CIO BUPOKT 
1* Rootriotions on Bao of r-irnda 
2. Apportionment of Fuads 
3* Allotment and Control of Funds 
4* Request for Additional funds 
0. Allotment anil Control of Poniti ooa 
6* Asaifyaaent of Allotment Account symbol s 
7# Approval of overtime and Holiday Duty 
a. B&fllc Workweek 


b* Aitaini strati vo "for km? ok 

c. Irrogular Workweek 

d. Overtime 

o. Holiday Pay 
£• Authorities 

g. Conditions and limitations 

h. processing of Request for Approval 


CONRDl 


U hrtL 
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PKOCK3>UliKS 


1* Definition imU Purpoao 
2. Responsibility 


3* Typos or Procedures 
«• General Order a 
b* Personnel Orders 


o. Ponorandn 

d. bettor a of Instruction 
o. Adminintrativo Manual 
f. Office* opera tin i; Procedures 
4* Format 

Processing of Mere Directiv es 
Initiation 

b. Review, Revision *• Clearance 
o* Authentication 
d* Ropro duo ti on 
o* Distribution 
f* Anondwenta 



1* Doflnltlon and I*urpoae 
2. Authority an4/or Responsibility 
5* Processing New or Revised Foma 
a* Initiation 

b. Roview, Revision & clearance 

c. Replenishment of Current Forma 
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4. I’roourwwnt of np»ol»lty»Typ« ?tarna 
6. Obaolat* and suporaodod Konaa 
fl. Uoo of Approved l^orwo 
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- 3KCURITY 


■■ OKHKRAL 

!• Purpose 

The purpose of thin instruction in to net forth tho regu- 
lations end proooduroe governing tho eoourity of CIO installations, 
doo monte and personnel* 

2* Oonoopt of fleourity 

a* Security, no Applied to nn into 111 gonoo organisation* 
is dofinod as w oondition wliioh assures tlw safeguarding of vnlunblo 
infomotion end tJie protootion of pliysionl and htsnnn assets* tho oon- 
preniso of whloh night seriously Inpair tho interests of tho Notion* 

In the intelligence field* it is imperative that a true state of se- 
curity exist in tine of pesos* as noil as in time of war, and by lte 
Tory nature* it oannot oxist partially — it nust bo absolute. 

b* A partial oaspranisa of soaurity reprosonts a loss wliioh 
never oan be regained — the damage is done* To prevent such a con- 
tingency requires the oamplota and unfailing cooperation of eaeh and 
every cumber of the Central Intelligence! Croup, irreapeotivo of posi- 
tion* Any employee* through oareloeenoee* nogllgonoe, or relaxing 
his security vigilanoe* oven temporarily, may theroby cause vital in- 
formation to fall into the hands of unfriendly interests who are always 
on the nlort to tato advantngo of lapses in our safeguarding defenses* 
Asido from the potentially grave consequenoas which mots of this type 
nsy aause* much valuable doowontary material assembled at the expense 
of great effort on tlw part of many nonbora of thio Or gani sation may 
bo oanpletoly nullified. Therefore, it ie the responsibility of oaoh 
individual employee of tho CIO to train idmself in the perpetual and 
unrelenting observnnoe of all elements of security, security proce- 
dures, and tho regulations pertaining thereto* Personal security is 
simply a matter of liablti the habit of discretion and care which has 
became second nature through constant usage* It must be cultivated 
by all employees if our mission of objectives is to bo fully realised* 

3* Policy Governing Pec of offioial Data 

a* All information roooivod or compiled by tho CIO is 
offioiol data and is tho property of tho Uhltod States Oovo rmo n t . No 
offloor or employee has any property or other interest in suah lnforwa- 
tion* The restrictions and prohibitions pravidod in this instruction 
apply not only to all intelligence information and mtarlal* but also 
to may statistical, administrative or general information, regardless 
of the foot that such information nay already be a matter of general 
public knowledge. This shall also apply to all offioial data obtained 

liUnHUtfi! ^Hi- 
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tOlprwrHi. 


by Old from outside oouroos, 
compiled within CIO. 


public or privnto, for uao by or 


„ .. ’** Ou tolul dntn nro restricted to uao in the performance 

of the official businosa of CIO and ahull not bo oopind or removed 
fron tno flloa or from tho iironiaoo of CIO oxoopt for offloinl 
purponoa* 

o. No person ooimootod With CIO in any official onpnoity 
ahull aooiuulate oopioa o.f doouaonto containing nny auoh data for 
inclusion in a personal file, nor ahall any poraon tnko away with 
Jdw in written form, or make pomonal uao of, any official data ao- 
quirod by virtuo of hin employment in CIO. 

. . ... . d * IJxooptiona to tlio regulations contained in tliio inatruo- 

tion will not bo made oxoopt upon written approval of the Director of 

Authorit y bo roloaaa official data ahall bo 
limited to offioiala designated by tho nirootor of Contral Intolligonca. 

d. MA«y Governing Unofficial PublioaUona and Related hatters 

,,, n Tho following polioioa nro onnounood for tho protootion of 
CIO personnel in interpretation of the various paragraphs of tho 

U £! n , th ° proviBl, ’ uo oi 1 which, at their own willing 
JSPftT? 10 o^ditionod. Thoso polioioa am necessary® 
in ordor to establish a proooduro for oloaranco of publio statements, 
releases to the proaa, official or unoffioial publications, speeches 

Of " hioh EiGht r08ult in ^dvortont disSosure 

of olnaeified information. Thoao polioioa arc. further necessary to 

SSTLff confidential nature of employees* official poaitiSL, ^d 
dubioo and to prraat infonmoofl of official policy on tho part of 

volvtthnt^rTf 0 ” ^ th or international problena, The ia- 

volvmont of PIC employees in controversial matters of widespread 

importance may not only reveal official position and dutios but any 
bo oonatruod as indicating CIO official policy. 7 

a .PtAlloaUona and Utterances Isolating to Intelligence 

,, . . r hy apeoial direction or authorication in the name 

t Diroot ® r * 110 P°ff on employed by, or assigned to the Central 
Intolligenoe Group ahall tenah a oourao, conduct a seminar, publicly 

«S W A l ! P !r h 21 reRd * p#p * r » or wito for Publication any material, 
the subject matter of which relates to intelligence or tothe SSdM- 
tion and function, of the CIO or other intolligmoe agencies. 


• co« r ’" rWT ' M 
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Othor SMbllontlono, Aotivltlea and pttgranoo* 

Clooronoo raunt bo obtained by wrltton application with 
ronpoot to unofficial ooursos, addroosos and publication* bol loved to 
llo out a ldo of the prohibition oot forth in oub— paragraph a abovo. 
Such applications shall enclose, in appropriate oases, th* aoSml taxt 
of t»«j proposed addros* or publication. Applications aliall bo addross- 
od to tho Director of Contral Intolllgonao, ttinugh tho appropriate 
Assistant Director and tlio Chief, Soourity branah, OCD. Ihrdon of 
proof that classified information will not bo divulged routs with ths 
applicant. Further, tho applicant nuat ostablieh that material to bs 
publicised and tho oirounstnnoos tho roof do not involve oontrovnrsial 
matter of national importance which night tend to disclose tho 
author' e official poaition and duties or appoar to indicate by inf er- 
onoe an offlolal polloy of Ola. 

This paragraph does not apply to extemporaneous addrossos 
arising fran requontu whioh would bo anbarrasslng to refuso, so long 
as CIO porsonnal so oallod upon disouss oubjoats which arc in no way 
allied to tho activities of tlw CIO, and no long as noithor tho sposk- 
ore* oomeotion with CIO nor the oubjoot of intolligonoo, nor national 
policy nattora are mentioned. 

o. Announoenont of Connootlcn with CIO 

In tho ovont tlmt oloaranoo 1s granted under pub— par agraph 

a .V — b % 010 personnel will not, under those oirouastonoos, 

allow thanvolvos to bo proaontod, indioatod or introduced eo oemeoted 
witti CIO oxoopt by opooial authorisation in tlto nemo of the Di motor. 

b. Penalties for Non-Complionoe 


_ Ini aooordanao with paragraph 0 of tho Soorocy Agre emen t, and 
lnnanuoh no onploynent by CIO io conditioned upon compliance with it 
and with tlioee Soourity Regulations, any failure to observe these 
rogulatlo ns, or a disregard the roof, will oubjoot tho employee or em- 
ployees involved to Iroodiato disnisoal or to suoh disciplinary action 
as nay bo directed by tho "irootor of Contral mtolligsnoe. 

a. Adainlstrstfro Aotlon 


^n oooos of non-omupliance with CIS soourity requir ewrt s. 
t>m Dlrootor or Doputy Director of Central Intel ligence may tries 
otaini strati wo action as follow*. (1) separation, (8) suspension. (5) 
reprimand or (t) such other actainlstrativv action as shriLlbc 
advisable. 


b. Logoi Aptian 

onBoa oC violation of tho provisions of tho Bsplcmga 
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Aot (80 11,0.0. 31 and 32, ns nnondod), maployowo wo oubjoot to orlio. 
lml prooooution whioh Jmy rooult In inprioonraont for not rn.ro than tan 

STLSC a ‘" ° f «“> *».«». «• hoth, ,t tto SrJSoVS 


s * ^ ytlonB “ ^j^aponalldlitloa of tho Security )Hvt-, Hnn 

w# 

„ , , ® oour i^/ Divluion* I oraonnol and Adrrdniafcrtt'Mon 

Branch* Control IutoUi^noo flroup, io iMBparmibl© for tho nummifv 
all .*».«. CIO inttoHatlong ,md'th„ 0f 

olimmwo of all poraonnol moruitod by, or attached for dutv iSk +»« 
Control Intelligence Croup, Thlo roapomlbiUty SluL tl 

rtS; =~«rny piioy ss.nsr 

rity Dranoh, 0C0, and tho publication of nooossary rorulutionn and 
order, properly to carry out tho policy of tho 

CoCurit y division rcaiutaino R otaff to onforoo «» 

ZZ^Vl^ i0m tmd , 1WllCl0n * ttB V*M*»*. to inauro S: 

ol^dinf tki d ?/^ Sr °° ° Boourtty ° r InsiaUationo and porsonnol. in- 

25X1A tiom^ a t » 0 ml r n00 r°^ “I i , nV0Bti ^ tivc »*»«■ to conduct InvootiL. 
tions ao tho Djrootor of Contra! In to 111 rMMAA JL M . . a. 



STt^ y^^tlgatlm. of porflona^boiric rooruitod*to"porfom 

SaMnlSr a^" 0 ^? 0 ^ JT 

ooSil G * porfomlng ™» cheokfl and chocks on oonnoroial oon- 


PmMw „ . , Wml rooponaibilitioa of thoH 

yssj 11 “ * i - ~ 
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— in responsible for tho phyo- 

and installations oooupiod by CIO in tho 
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Waaliington »m, itu olaaoifiod doouaontary natorial, rooorda and 
property. 


25X1A 


Thin la aooaropliahed byi 



Building outran oo oontrol) 

Xaaunnoo of identification orodentlnla j 
taployoo aoourity indoctrination) 

HI ght aoourity lnapootlona and atond-by aorvloti j 
Control or aefekneping oqulpnontj 
Soourity ourvoya, apooial roporto and analyoooj 
liiployao aoourity intorvlowaj 
Vlaltor control) 

Uao of pd a guard foroo 


1 1 1 1 1 1 1 1 1 1 1 1 u rg| 

roaponaible for nalntainlng aoou» 
rlty flloa on all offioera and oraploymoo of tho Central Intolligonoe 
Group. Thouo flloa will inoludo all nattora relating to (1) tho ln^ 
watigatlon and oloaranoo for duty, (2) clearanoo for cryptographs 
dutioa, (S) aoourity Tiolntiona and aoourity indootrinatlon. Alao 
thia Section Maintain* tho rooorda noooaaary to make such pdriodio 
roporta aa nay bo required by tho Clilof, Aoourity Pivlnlon. 

H CBCUH1TY OP PBN80HNKL 


1» Policy ConornlnK Clearanoo of Poraonnol for Dutioa with 
Central Intalllganoe group. ' v ' r r " ~~ 

In the Prooldorrt'a lottor dated 22 January 1946, whore rofer- 
onoo la made to tho function* of tho National Intel 11 gone© Authority 
and the Director of Control Intelligonoo, it la atatodi 

In tho oonduot of tliolr aotivitioa, tho National 
I n tolligonoo Authority and tho Dlreotor of Central 
Intelligence ehall bo roaponaiblo for fully protect- 
ing intnlllgonoe aouroaa and aothoda. 


In tho dlaohargo of thia roaponaibility. It la iaporatiwo t)*t 
poraonnol aaaignod to, or attaohod for duM> with Central Intelllganoe 
Group be individual* 
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,, oxooyti onu to th© foro(;oin^ proviuion* will recmiru 

ssr omtoa 

Hi SECURITY OF IgnUilHGa A UP T?J8TALLA?TO?in 

1# ^ ittQno ° of 010 J>n ployoou and Otlwr OoTOrmoat Pore ant-el 

buil.lino/^J^ ° n J°»* in B* rwminiug in, or leaving OKI 

S2 d ?rfSLf < ir ta 54 Wrk hoUr ’ vrtU **q«ir*d to display outhcr- 

iaod idontifioation credentials, na oot forth boltrwt n * r 


n.rn »a \ i r* .r—n-T” ^yunriy onployed by, ar no rmonontlv 

«~foll owa t wf-di mmborod/^otwVitnr^^Hg^ 




building©* 


^ ^ g£ggfl p oy ^Qrod litulzo o<*jtaitrfcing bcsaror to nil CIO 


^ florderod b©dKP odnlttln^ btnror to all CIO 

A < 3EOnia A - ^ * - - 


. ... ' f * V*w t 

“ yellow bordorwd bndgo my ontor oithor of tkoM two build- 

by tJio docoptioniot or.nflra his*^ 

appointment with the CIO staff noribor whoa ho wishes to sso. The 
Receptionist will thereupon instruct the Guard to adul t tho mplovee 

sa?y: “ ni ■»"* » *» «s.Td. 

W4aSF35Si i IfSgn'Zl. 

grt»E»pl. Thoy 111 tta taTtSL? VZFZmiSU. 

Division ll„..U 4) i...Vnn^ i0t *l Ar ^ ^tej LSSgfcjg- « o— Milostlom 
WM 1 i~2S«Jl! 0, j th l °ffl £S±”fi». ^e Guard station ^ at ttwt pae ' t S3Tf-r<»"< » 
^koiaer oc olthorT^en or yellow bordered badge wS *l£e£bgd 

SSa?m W °°f 5W,r - m oth «* P««S will b^ollod 

that area exoept on apeolU penaiasion of tho Chief, 
signal Center, or hio superior. A » 

withmaabored linited planographic pu,.. t reoWular in 2£g 
ing i.s»noo date., expiration dataS/mr^ ofpSwS g 
«md sigtature of the Chisf, Security Ptwision, Z ^llow, 


/■' I 
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;;PNFTB 12 WM 


s iss. 

Building# Administration nalntonanoo employees 

i° d ?t lt ^ >d UP ° n di “ plftyJn fi P ro P® r 5>) ^ idontifiontion Lilian 
lonuod by tlmt agonoy. Spooiul worknon will bo admitted onlv bv nrlnw 
firnuigmsont with tho Noourity Division. °“ ly ^ prlor 

(1) l.bcoopt in nn onurgonoy, t)w ouly mintonn/ioo worVw 
orn ;o bo poiwittod to ontor CIO bnlldi^,, during noniTwo Bhlll 
o t io mcibors of tno oJinr force. No exceptions will bo mde without 
the approval of tho Hoourity Diviniou. All anoh pornono will aim a 
opooiol log nt tho guard ('.oak upon entering and leaving tho buil ding , 

... •-•tuff imibors of CIO oro warned to oxoroiso oaution 

witli roonoot to conversation and oxpoood classified material when 
onrpontorn, olootrioiona, tolophono company onplovooa. oliar people or 

not°L K i i rt° mn00 1 7 r 'l° r il Rr ° prooont in tholr offioos. noons must 
not bo loft unoooupiod nt ouoh tinea unices classified notorial hae 

boon soourtly looked in suitable containerc, Any r.ttampt by ouoh 

0V0 1'T ° O!1V0 «utio r .,i „r to road classified material 
ohould bo reported at onoo to tho Chief, Seourity Division. 

nr .„ d \ yorgPtton Ido ntifiootion Credential a. Enployooa and hold- 
®". paoooB wKo forgot thoir idontlfioation orodontinlo will 

jjpply to tho Rocoptionint Tor visitor pacooa in ordor to 

will loquoat that tho applicant bo identified bv his suporior or other 

££££>“• ,$,% S'* 1 ! * sa ’“- I! » P*»“ «m b« »o»pilS£ »r£d 

FbRCOl iMI BADGE” and no escort will bo roquirod to Lmm tho 
applicant in or out of tho building. aooonpaqy the 

Admit t a n ce to Buildings aftor Hours. DmlnwnR i, n ^ Vi,%iw_ 
ora of liniteTT passes who ontor Clfj buildings after 7iOC ? V on 

Sr ! v “ ay3 ' " •* «w «» «artS5^; slSS si, 

InJi 'S °rf r °J 1,tor “ p ° n °“ t ° rln l »ni 1 laving uu. 

ings, in addition to displaying thoir identification oro don tlalg. 
f« jVpaittanoo of Ylaltora 

cm v > , rf1 .i„„. Caou ^ 1 ?T “ oolal Yi * it °rc will not be permitted to enter 
CIO buiWii^s. and staff swsborn will not requoat exceptions to this 
rule. Tlaitora, as horoinaftor roforrod to, shall bo oonatruod to 
mean persona on offioial business. oonatruoa to 

«w Sffll 

ZZST&ffL 

oort* # and upon proaontation of duly oxooutod visitor pa§ »fA a Vlaitor 

2S 2T n °- SBm * 1,111 «* * lB "»* «*— authoSa^ Urn cl? 

staff member oanoomod with the interview. 


CONFIDFntjai 
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l>. Aioorto 

If available, the !luco;>tioni«t will outsort tho vinitor to 
tho office of fclw Interview. If not available at tho tim, fclsu 
ifocoptiorsiot will roouoflt tins j.nfcorviowir to uoiiipi one of hi a office 
ntnff to oooort «» visitor, tfhon t»w intorview has boon ooiplotod 
tlw 0.(0 iitwff i;uinbor Mtty of'. 11 tho lioooptiojiiot to escort "f io vitiitor 
Am?: «h» bnildin;;, or ho tiny call upon an offioo tsnplo;/*M) for tlmt 
purpose if tl» Jiooopbioniot is unable to lunvo i«r post. Visitors 
v;i).l not 1» jwmitted to wonder ‘Armij;h lndldin.;s uiwacortmi. 

Om >umsn<lur of Puns 


^ ^ t intorvioivor v/ill sign .hi/? zicuio nil thu- Visitor Paso, 

l orn U»m in tho cpaco provided for that purpose in itootiem 2 of 
tho ^ Ui.o • jJio mao sliall. be surrendered bo tho itocaptioiiist aan tho 
visitor lonvco tho Imilding* or to tho building gwd if tho Koception- 
iat Ivin loft for tho day* Too 7ut\rd ahull turn nil ool 1 onto d Vj.oi tor 
Poaooo ovor to tho Uoooptionint on tho follow!^ nomtno 

dm Visits miring PIT rnstv^ "iS ira 

A person desiring to vi nit Old off icon during 1 loj^vorlciny 
neurit* including Sat urctoys, hhmdnyo and liolidaj/s* will bo required to ? 
oxocuto a apodal visitor ndnitttuioo Com furnidioii by tho guard /nftor 
tiio latter has oonfimed tho appointment with the CIO atnff ruashor# TJio 
CIO 3-toff rtOT.ib.or vdll alga tho fom, cioauning responsibility for tho 
vieitor* mid will oocort tho visitor fron tho guard dank* ta cam- 
ple vion of tho interview* tho staff - norther trill osoort tho visitor 
fron^ tho building* at which tir» tho vinitor pass rrill ha mirrnodorod 
to vfw puirds 7Jio visitor* upon entering and leaving tho bulletin,', 
will aifpn tjw Guard Register# 

«• Visitor Knbrmiaoc 


visitor entrances shall bo confined to nrio for aaoh 
building, rath tl» exception of Quo Building* in which thor« shall bo 
tm> entrances for visitor use* 


3# Jfacoptionist Staff 

t?ho Itocepttcnizjt ^taff of CIO shall bo responsible for the 
reception of visitors; discroot dotomination of tho nature 
of tho visits; orrangonont of intwrviomr; issuance of visitor pasaoo 
upon oonfirtiat 1 on of appointments with tho appropriate CXG staff 
Mabcrs; issuance of visitor pan son to enployooo who have forgotten 
tlie ir ijmtlfi cation credent lain; provision of escorts for viol tore 
to oral from tlso interviewers 1 officoa; naintcmanco of visitor lags in 
wMefa are recorded visitors* name and addrooso n, nanos and rooa 
nmbors of persons visited* and the general pun^osoo of tho visits; and 
tho preparation of reports related to tho Rooopticnist oparation* 
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4* Guar da 

n« Building guardo furnished by the Public Buildings Ad* 
xdniatrtttion will adnit into CIO buildlnga only thooo person* with 
proper idtmii float ion ororlontialo authorinod for tlio racpootiv© build- 
ing!!, mid visitors to whom visitor passes Imvo boon luBiiod and who 
arc nooonpmiiod by oooorto* Unployooc. mid holders of lirtitcd passes 
who lift vo forgotten thoir badges, anti wo whom visitor passes narked 
"KOHGOTTKH BADOR* have boon insuod, will bo admitted without benefit 
of oooorto* 

b* Tho guard*! will patrol tlio offices after ho\jro for the 
purpose of chocking safes anti windows, inspecting tops of desks and 
other equipment for oxposed classified notorial, and maintain aftor- 
hour Guard Registers of visitors and employees who entor CIG buildings 
after hma*e or on [Saturdays, Sundays and holidays# Security viola- 
tion!! dotaoted by tho guards during thoir patrols will be reported to 
tho Boourity Office# 

o# The guards perform those functions under tho orders and 
instructions of the Soourity Division, and all nwmbora of 010 are oy 
posted to oooporato with tho guards in tho performance of thoir duties* 


Koyo to offices will bo kopt at t ho guard desks by tho build- 
ing guards* Normally, offices will not be locked after duty hours* 

3tnff Chief® may cause to bo looked any rooms thoy doom necessary for 
soourity reasons, upon prior arrangement with tho Security Offioor, CIG* 
Such roans will bo considered "KRSTRXCT81) ARRAS" and only specif ioally 
authorised parsons will bo admitted thereto by tho guards* ho r cons 
not regularly aosignod to "RKSTRICTRD ARI jAS" will not bo pomittod to 
ontor such areas during regular work hours unless penal scion is granted 
by t!*o staff chief of tho nrca concerned# 


SECURITY OK CLASSIFIED DOCUMENTS 


1* Definitions of Clasaifi cations 


a* TOP SBCKBTi Only that material or information, the unau- 
thorized di solo sure" w of which night cause exceptionally grave danger 
to tte Nation, will bo classified TOP SEGlfflf* 1 X# XgoSorST rule, fOP 
BB3SBF mftar in tins of ponoo will bo United to tlvst which, if dis- 
closed without authorisation, would reasonably be expected to load 
directly to a definite break in diplomatic relations, or to a war* or 
have other comparably grave consequences* 


Examples* Information or material regarding, or details of 
discussions or negotiations with, foreign governmen ts on matters of 
great delloaoy* 


Information or intelligence material 


CONFiDtM 


indications 
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of Bourooo of intolligonoo which tho United ft at on nuut protect. 

b, S50IIKT i Xjifomntion or material, t)io unauthorised dio- 
oloam-o of v/hloJT tight ondnin'or national security, noriously joopar- 
£f“ J5° international relation of tho United Staton. or oirfangor 
«» eft ooti venous of a program or policy of croat importanoo to this 
Oovonnnonb, will bo olnouifioU &j;gh;:v. 



Jtoporto or riata dongorouoly uaifriondly to tho United Staton 
aoourity^* Ult tr ° nd ° in for0i<?1 arrairn endangering national * 

Certain higJily important intolllgouoo reports, inoludinr 
roporto on subversive aotivitioo. * L 

Vital information on inportnnt dofonooa. 

mgh-fjrado oryptographio devices mid rolatod nut or ini, 

Inf °n!iution or material, tho unauthorised 
diooloouro of wlti oh would not endanger national security, but which 
r ' tic l lv ProJ«dioo national interest or tho work of any ii.j:. Govern- 
ment agonoy by interfering with tho development or caS ltT 
important policy, or by har, poring negotiations in prop rose- nirfit oauso 
Borious administrative difficulties, or might result in ^^Ttod^! 
bnrrnacnent of individuals, irf.ll bo olnsoifiod CrorriurajrSS 

KxwaploB t Inportnnt Intoll igenoo rojiorto, 

.. Investigations, tlocumoutn and communications of a personal 

s ssusssrsir - — -* *• -A5sfi 

within hi d h —v 3 ' 107 .^. 1 ^mation or material whioh doos not fall 

STSvS£«mI 5 ?r^ ?S S?* b ^ t n Whi0h should ,10t *° c <*munioated outaide 

8tot ” ’ dthout 

* . policy 
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Routine internal reports# 

Information of a non-confidontlal nature, tho uao of vr) ilnh 
should bo confined to official Oovorteont aotivltion* 

_ , , Infannntion Slaving no particular security value* but which 

m haul a not bo nwdo uvuilnblo to tlra proun* 

2# itoj'latorod Dooumimtn 


a# jjQglnl tion and Identification 

A registered dominant is a TOP OiCCTd;?, SXRfiT or 
COWiaasiAL doouraorrb, or a nKSTOCSED cryptographic document, or 
dovloo, carrying a rotator nuabor, a short title, and inntruotioim to 
nooo\>nt for it periodically. A rogictorod document ia not to bo con- 
fused with a olaaoifiod doounont to which, for administrative roaaono. 
poaoa^only 3 ^ ° 5lt>r ^ titlo io assigned for hookkooping or reference pur- 


b# Authority 


25X1 A 


Boounanto vd 11 be registered only if it Id essential for 
tho issuing authority to control distribution and maintain a record of 
tho ouotody of all copico. Officials of tho C1G who originate or 
iasw classified doomonto rd.ll rocjuoot authorisation to rouistor only 
suoli doomonto an they doon noconnnry in the intoroat of mtional 
security. Much rogiatorod doounont ioavtod after 1 Jnromry 1940 will 
bo ooaopieuoualy marked "Hogintorod Poounont" on tlio front oovor. Doou- 
nonto rail not bo registered except on the authority of th» Exooutivo 
lor Pornonnol and Administration# 


o. Of fioo of He cord 

The office of record la the office to which reports of 
ponooBoion, tnuujfor and destruction of registered doomonto aro sent. 
Tho Control Records Section, Cceaauni oat ions Divioion, PM Hranoh. will 
bo^the offioe of rocord for rociatorod docunonto originating within 


3, Authority to Dotomino Claaslfleation 


olnssifiod according to 

ronponnibility for 


Documents tind corroopoz 

tto provisions of paragraph 1# aw ruopomjioa.jLi'cy rc 

inquri^ that dooi^nts produced by GIG arc properly classified rests 

Sl A8 ^T^ C ^ 0r f^: por8onnttl M0U ^ comparable pool- 
tiono, who will establish adequate procedures within thoir offices or 

ataffa to provide for review of classifications givon dom*zonts by 
thoir subordinate officials, in order to insure that correct tmdilni.. 
rom olacoifioation techniques aro applied# Over classification nust bo 
avoided, for such practice will tend to weaken the entire security 
olnaoifioation otruoturo, J 
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4* Mnvkfoifi o f Unt jrial 

Olstaoificd hooka, pwaphloto or other mltiplo pnro dogunenta 

Trill P 1 , «° C 1 °f V' d °‘,° rt> 1 ’ rro * ttwntl y wul soouroly fastened togothor, * 
„ P *“ lnly «nU oonepiouounly nnrl-wd or ntnnpod (not tniod) "top 

SWOT/’ "SKCTCIV* WlUBTfflAL- or«HliBTHirarBD" on the ,2.' titto 
pa f?* flr " t VmoJ; ' P"r>o, and outaidc of took oovor. Olaooified 

natter no o pomnnontly and aocuroly faotonod togotlwr nlirll have the 
aoourlty ciaonifl.ontXon otnnpod or narked (not ^pod) on S.o ?» nr5 
otton ol otioJi pngo. AH copies or reproductions ohall bo e.-wopri** 

S r otnn r d ^r^' 1 with «• ^^.i 

of r»rS*Hph ™ rkotl in «ocordanco with tho provision 


8* j o £ Doounontfl 

“• o£ Ol ftflalfiod woouaaota (lnnludlnr 

notofi, onrbmui am ni^iclYs J. 


nocretnrial 


^ ^ flllC/ftrf AVJ) !JT;CJCT <l 00 Ur*, 02 lts v/ill bn rrinvnH 4 « 

225 MKSMSE"** ^ ” rt *“• •- 

sasrsrs 2 sjst“* » — - ass s 

»»«•«««* ^n gat s ^ - a 

oabinota or othor atorago plncon vt’wro thoy will bo out of vimu ' * 

jfoOISTRnKp doouaonto f irrespective of classification 
will bo atorod in oreablnation snfon SF safe-typo fllo onbinota. 

for ot»™m ^ Ia certain unusual oirounstanoos, or 1 f, 

f r opoi atiornl reasons, IV is not possible to tipnl^ tho foro~oinr ~ * 

ST 1 

b# Ckmoral 


^4. L?° aaiotoo P*UC clnsnifiod daci&ionts in of nrlno 

inporta noo. *ho foregoing otorago requiroaentc, preaoribod' foTtle 
vnriousaecurity classifications, mart bo otriotlv adhorod to. Doou- 

2“ /f n ” i f i < f d ab0VD ^STPICTCD will not be kept in looked dosto or 
other Bubfitilartoa, nor will they bo loft unprotected at anv t£» 
Claoaiflod Tutorial ?dll not bo tnlcon horn* Al| work thoroon rmat bo 
performed in tho office where it onn bo fully JroEetod 
nhould be tokon to prevent unmAhoriaod persona fron awing classified 
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C0NF1DLNTIA1- 

documents while work ita boinj; performed on than# 

0# Safa a 

n* ISaoh combination otu?o funi imfc-typo Kilo cabinet id 11 Imw 
a sticker applied inaido tho container on which will be recorded tho 
name of tho person responsible for tho safe* hia hone oddroos and 
tolo phono nmb or, tho nnrum, hono adrlroBuun arid telephone nmboro of 
oil othor pontons in possession of tho boribination listed* in tho 
order of principal uco* ami the date whoa tho combination too loot 
olinnftod* Thu sticker will bo placed on tho aide and near the front 
panel of each drawer of tho conventional snfo-typa file cabinet* and 
on tho inside of tho iloor of t!w ' 'osier safes* Dcotoh tape should bo 
placed over sticker to properly secure it* Tlw parson responsible 
for a on fa in nine accountable for its proper working condition* Hu 
should arrange for t)io irv.iodinto ropnir of any defective safekeeping 
equipment in hin custody* ^msbim felons of safes and nnfe-typo filo 
cabinets will bo known to only those parsons who aro required to Ixavu 
aocoofi to t hen in tho performance of tho tv official duties* Cenbina- 
tiono of all oofo»k&apin£ equipment will bo ohungod at leant onoo every 
oix months# If a jwroon having kmjv/ledjjo of tho combination of a nafo 
should leave tho organ! zationnl unit or GIG* tho couhimnion cf tho 
uafo involved will ho olmngod imodintoly# It is tho responsibility 
of custodians to tlio combimtions changed in accordance with those 
requirements* a representative of the Security Vi vision will ru ike tho 
oltfingo upon roquast by tho custodian* Tho ftoourity Division alone will 
change tho combination of CIO oaf on, 4th tho exception of than a located 
in the Signal Center* 

b* A mtibor will bo assigned to or* oh safe by tho Chief, Soou- 
rity Divinion* T 'td\ branch* Tho portion responsible for a safe or safo- 
typo filo cabinet will turn the combination of tho safe over to the 
Security officer* doub lcr-wrappod in sealed onvolopo (iraor envelope 
marked ”?GP uKCRhT ,f )» signing bio Jiano on tho flap of tho outer envelop* 
Tho combination of a safe nay ho obtained from tho Chief, Security 
Division by tho person whose? signature appears on tho flap of tho enve- 
lope or by his staff chief* upon proven nDcoosity and receipt tharofp r* 
A safe combination vdll mover bo <livulgod over the tolaphom* except 
in an oxtro^ly crave emergency* following; which tho combination will 
1x3 changed before tlto safe io again looks * \ 
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jpatrlotl gna on binnonination of Clamilfiod Inf ormation 


.. n , , "V l*™* 011 doty v/ith oio who. vrith deliberate intent or 
thrgui;h fjronn iwcll^onco, cannon olnnuifiod ini’omntion affeotiiir the 
mtionni security to bo convoyed to unauthorised tx.rno m S bubloc^o 
tho pern ltloii provided for by tho Ilopionnyo Act. P u) lfl or 5?J£ 
diocuaoion of olnuoifiod data with, or in tho proaoio or T«E? of 
my m an not authorised to hnvo knowledge thereof ?! rtriotlv fo^f* 
oiddon# 010 northern id.il rofrnin fra, ^rtnc ■ SrmShortS Srnom 

^ nb<>ut , fchoir 1VDrk * Th0 donoriptlon of the 

* n -elli|'onoo '-/roup in pubiio Jmovflodjjo, and Clff raomborn nro a J - 
UW* to nuoto toorafm, if thoy «.,o,id 


. * Control Intel lifttmao Group ia a rooantlv aroatod inter- 

dopnrt'wntal or/'aniaation in which tlio State, Y/ar, Jfavy and aonotinon 
other dopnrtaonto partioiputo. It coordinate all aoSvitioS of tto 

oi^Tmmtrirr^M^ 1 ^ ? Waiiniri G W5d “nulyxin^ informtion about for- 
oicn countries which tain country noodu for itu notional noouritv. 

It nlno fur»L,ohon Intor-dcpartnontnl annlyoos of this typo of fjiforaa- 
tion for uco of (tovornwant ofrioinln. ^ 01 IJirorua “ 
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10# boon or Cmpronlpc of Classified PooraoTitg 

In oaso of loss or oonpromioo of olnnoifiod doounonts or 
iriformation, immediate notification thereof vdll bo nrnlo to tho Chief* 
Security Division, P&A Branch. 

II* Do o li\ a n i flc at ion 

Staff Chief a or their dosignoes should periodically roviow 
classified doournonts in the custody of thoir respective organi national 
units, with a vim? to cancelling or downgrading tho classifications of 
those docuaonts the security significance of vrhioh has declined or 
oontfod to exist# Tho person making tho original classification, his 
auccoBcor or superior, nay cancel or modify tho classification of a 
document, by ronson of olian&od conditions or ovar-clausiflcation, by 
ntamping or writing ovor tho classification at tho top of the cover or 

first pago "Claoaiflcntion Canoollod or Changed t o p by 

Authority of atidi ng tho date and~nano ‘o v ' VJo person 

authoriaing thV VhargoV “ T ‘ r ' 

12# Duplicat i ng or Abstracting of Clacol f ied Dooiroontg 

a# Duplication of olnrasifiod material by tho originating 
office shall bo lixaitod to tho number of copies necessary for offi- 
ciant operation# 

b# Classified dooucjonta will not bo duplicated without 
authorisation of tho office of origin# 

o# Abstracts of classified doouroonta nay bo node with tho 
approval of tho offioo of origin# Tho abstract, howovor, will not 
necessarily boar tho sane classification as tho doounont from which it 
was takon, but wi 11 bo classified on its awn merits# 

CONFIDE 
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d. Vho originating of i’ioo will Maintain it record of tho 
distribution of olnsuifiod Material, including tho nano of tho 
recipients imtl tho nuvbor of ooplon assigned to ouch. 

13. TOP 3K01CT Control Proooduro 


Tlio TOP REGRET Control Proooduro proscribed heroin in 
established to provide) a noouro nyntw.i for tho liandling of TOP HIJCRKT 
mtorinl and to insure that unauthorized pornono nny in no inutnnoo 
hnvo aoaouo to nuoh mtorinl. To achieve those nine in n primary 
responsibility of all 010 personnel, 

a. Control Offiooro 


TOP SECRET Control Offlcurn and Alternate TOP REGRET 
Control Offiooro will bo poroonn of highest integrity and proven 
discretion, specifically authorized to transmit and receive TOP BROKET 
notorial to and from ago.uci ua outsido of CI5V Tlio Chiof, Control 
Records Soation, Camiini cations Division, PfcA Branoh, all TOP CHCrtlT 
oouricrc, and oortaln otlior e pacifically designated offiooro nod civil- 
ians will bo tho authorized TOP SECRET Control Officorn and Altomato 
TOP ISEORJiT Control Officers for CIIJ. A lint of tlio names of tho TOP 
SECRET Control Officer and hi.n Alternates will bo maintained liy tho 
Chiof, Central Records Section, Corcaund oationn Division, PM Branoh, 
who vd.ll notify tlio Chief, Soo'irity Division, P&A Branch an c lmngoo 
ocour. Tlio nnnoa of TOP SiiCRMT Control Offiooro and Alternates for 
oaoh govormont ootahllnlinonto in thia vicinity era periodically 
announced, in olaooifiod fom, by tho Joint Security Control, Joint 
Chiofn of ntnff, to each Eodornl agonoy* organisation or offioo in tho 
Tinohlngton aroa, 

b. Aseiotnnt Control Of floors 


Anniotant TOP SECRET? Control Officorn will bo offioorn 
and civilians of hi shout integrity and provon din oration, nutliorisod 
to tranonit and roooivo TOP SECRET mtorinl within CIO, Tlio niribor 
of Aooiotant TOP SECRET Control Offiooro in nooooanrily leapt at a 
nininun consistent Tilth security of TOP SECRET rmtorir.l and itu 
offioiont handling in tlio cfficoa oonooniod, Aonistant TOP SECRET 
Control Offiooro will bo appointed by Ann 1st ant Dirootoro and Chiofn 
of Bronchos of tlio Exooutivo Staff for thoir rospoefcivo offioon. A 
list of tlio nation of auoh offioora will bo naintainod by tho Cliiaf , 
Central Records Section, Cenrauniontions Division, P&A Branoh, and it 
is tho responsibility of tlio appointing offloialn to notify tlio Chiof, 
Control Ro cords Section of all changes, additions or dolotions of 
Assistant TOP SECRET Control Officers whioh tako place within tlicir 
respective .jurisdictions, Tho Chiof, Control Records Section will, in 
turn, notify the Chiof, Soourity Division, P&A Branoh ns changes ooour. 


4i.fk.Sa 1 in 1 
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o# or C o nt rol ft Arjnlatmrb Contr ol orfiocirn 

TOP nSGlWT Control Offleorii, thoir Alternates imd AUoiot- 
ant TOP SPCWTT Control Officers will bo responsible f or tho security 
of TOP OKCPLT mtorinl in thoir custody# They will ltujuro that ouch 
nattor in rooalvod, transmitted, processed and flnfogtmrdcid in accord- 
nnoo with tJio security provisions contained 1 torn in. 

4 # Goourity Ohocfc 

Tho Security Division, P&A Dnmolti will conduct periodic 
mid tamnnounood cheeks of offiaoc of CIO to dotornino whether sound 
security nonnuroc nro being practiced, and whether the Goourity 
Instructions }>ortftinin£ to TOP .TOJRiiT material nro being observed# 

14# Proooasiyig of Inc OTilri^ ?0 P riEC IbJT S frturinl 

All TOP UECRiJ? Material (oxoopt oabloo and dooirionts portain- 
l«i? oololy to tho Qffieo of Upooifd Operations) should bo delivered 
Initially to tho Special Distribution Unit, Central Ko cords flection, 
CoRiTUoiioati ono Division, PftA Branch# If a CIO nonbor roceivoB a TOP 
HKCRIST document directly fron an outoido agency, to will notify tho 
Control Rocerds flection in ortior that the dootwoirb my bo proporly 
recorded* 


ft# Signature Record raid Cover Shoot 


Pnoli incoming TOP SIXJRITT docunont will bo recorded by tho 
Spooinl Distribution Unit, Central Records Section, and will have a 
CIO Control TfUrtbor assigned to it# A Top floorot Signature Record and 
Cover flhoot, Form Ho# 38-13, will bo stapled to the document to serve 
an a porraanarit record witMn CIO# TlffSfora, green in color, will not 
bo removed from th& document until it ia dontroyod, downgraded or 
dispatched to tin organisation outoido of CIC# If tho document ia dis- 
poned of, tho Special Distribution Unit, Control Records {faction will 
note tho mturo of the disposition on tho Signature Ho cord and Cover 
Shoot, renovo tho fora and 1,1 lo it# 

(1) Tho Signature He cord and Cover Shoot, Fom no# 38— 

13 for TOP SECRET documents trill bo attached by tho preparing offloo 
when cuoh mtorinl originates within CIO* Control Umbers will bo 
aosignod to ouch documents \ry tho Spooial Distribution Unit, Control 
Records Sooticn only if ttoy nro dispatched to agoncioc outoido of CIG# 

(2) Each CIG lacauber receiving TOP SECRET natorinl trill 
sign hia nano on tho Signature* Rooard and Cover Shoot* Fom H 0 # 30-13, 
and indicate tto date and tin© of receipt# TJ^on releasing tho docu- 
nont, ho will initial tho Shoot, indicate tho da to and tine of roloaoo, 
and obtain tho signature of th© rooipient# Tto Cover Shoot will thus 
servo no a pomanont record of those persons who liad access to tho 
tmtorial# 


CONFIDENTIAL 
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h . TOP SKC3KCT LOO 


Aftor recording and affixing a Control dumber and tlm 
Signature I‘(oo or d mid Cover Shoot# Fora Ho# 30-13, to a TOP BSCRHT 
document# tho Special Dlntribubion Unit, Central Hooorcln faction will 
deliver it by TOP SBOUIST courier to tiro Aouiatant TOP SKCIttST Control 
Of floor of tho organisational unit oemoornod# T)*> Inti or official 
vdll record tl*J document in hie TOP tttiCTHff log anti turn it over to tho 
individual to whoa it la addrosood or to tJu* authorised person# if not 
opooifionlly lultlrooaod. TJio Ansiotant TOP SKCRIff Control Offioor vdll 
obtain tho nignnturo of tho recipient in Ida log# Tho onuo log prooo- 
duro vdll bo followed by bl\ oubauquemt roalplonto of tho document 
within CIO# 


(l) If a TOP 3UCRKT document iu delivered fron tit© ;Jurls- 
diotion of o no Aaoiotnnt TOP SUCJUtf Control Officer to another within 
CIG, Control Rocorda vdll bo notified no that change of rasp mud bility 
my bo properly recorded# 

o# Deviation!* 


Doviationo fren tho TOP SivCRiTi 1 Control procedures oot 
forth Jioroin my bo mdo only with tho oxproan pomiaaion of tho TOP 
SBCHKT Control Gf floor# 

1G# Vrnnamiogion of Classified Ooomonto Outaldo Cl Q 

a# TOP SBCRiST Doomuonta will bo double wrapped# unlosa 
hand delivered by tho TOP SuO/inT Control Officer or on Alfconists TOP 
SpCHliT Control Officer, and doomont rooolpta vdll alrmya bo obtained# 
Th* recipient 1 # oignaturo in tho sunder* u TOP SftGRKT Log hool: is equiv- 
alent to a document receipt# only TOP SPCRST courier a or approved 
uloatrical noana vdll lx? utilised for tho trannninaion of TOP ST3CUKT 
dooummto# unions hand delivered by tine* TOP SECRET Corrtrol Officer or 
on Al tomato TOP SECRET Control Officer# When hand dolivorod by tl*o 
TOP SECRET Control Officor or an Alternate, tho Control Records Section# 
P&A Branch will bo notified of tho change in cue tody# tfodor no cir- 
cumstances nay TOP S130HET documents bo transmitted by Registered >fcil# 

A TOP SECRET Log Book will bo maintained for tho roooiut and disposi— 
tion of all TOP SECRET doovnurrta. 

(For do taile d in structions goo Cacs^uni cat ions. 
Administrative Inctruotiona 

b» 3KCRET A I U) CORF I Up Iff IAL Itoounanto Hot Rogistorod vdll bo 
double vwc^ppo^^iSroHoTEnlSToTIvSi^cr^y^Ko^ouo^oHIfasjTHcS’obf# 

Doc wont receipts will bo obtained for SCCRIlX doaumorrts, but not for 
COHFIDEHTXAL Doouaonto unloss tho condor dooms it neooaoury# Tho 
recipient* 8 signature in tho sender's SECRET and COflFIDBHTIAL Log Book 
la equivalent to a do current roooipt# Only authorised couriers# 
approved electrical noonn or Registered Mail will bo utilised for our- 
flido transmission of SECRET and C01JPIDH1ITIAL doomonts# unless hand 
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delivered by tho custodian thereof# A SECRET and COUFIDEUTIAL Log 
Book will be maintained for the receipt and disposition of fill such 
documents# 


(For dotalloj^natructions ooo Comunidntlons, 
Administrative Inatruotiona ) 

d# ITOTniCYnD Poounon t n Not Roftintorpil jvuiy bo delivered by 
moo^ongor, any o/Abb^ n^Xoliur^ or r ^r rQ;.;urar T mil* Such documents 
nood not bo doublo wrapped, nor is it nocatjanry to obtain doounont 
or onvolopo roooipts for them# From tho standpoint of security, a 
log for HHGTRIOTED documents Jiood not bo Maintained, but tho mmtodinn 
will bo hold raoponoiblo for such documents with ronpoot to rooordo 
no oountubil ity# 


(For dotnilod instructions aoo Cornual cations. 
Administrative Instructions^^^ #) 

d# Re ^stored Documents 

Ragiotorod TOP SECRET dooxsaonta will bo tra?isnitted in 
tho oano manner no unregistered TOP SECRET documents# Hogistorod 
SKCftiJT, CONFIDENTIAL and SbiOTRICTBI) doouwontn will bo trananittod in 
accordance with the procedure proscribed for unregistered SECRET 
documents, with tlui exception that tho Control Rooordo Eootion will 
bq notified of change in custody whon tho custodian }mnd**dolivoi*B tho 
document to an outoid© agency# A log will bo maintained for tho 
receipt and disposition of all registered documents, irrespective of 
classification, with the exception of registered TOP SECRET riooxsiKsnts, 
wlii cli v/ill bo recorded in tho TOP SECRET log# 

16# Tranandggion of Classified Documents within GIG 


a# TOP 3H0RET Dooumonto will bo double wrapped, unless 
hand do 11 vo ro dnjJTtffif ‘cudtbdTf ui # YtfP SECRET Control Officer, Altor- 
nato TOP SECRET Control Officer or Assistant TOP SECRET Control 
Officer# Dooisaant receipts will bo obtained in all cusob. T ho 
recipients signature in the aondarS TOP SECRirf Log Book 1b equiv- 
alent to a dootfcumt receipt# Only TOP SECRET couriers, tlio TOP 
SKGRfIT Control Officer, Alternate TO? SECRET Control Officers* 
Assistant TOP SECRET Control Officers* or tho ouatodion thereof raay 
of foot delivery of a TOP SECHin? document v/ithln CIG# A TOP SECUIST 
Log Hook will b* naintainod for tho roooipY an3 disposition of all 
TOP SECRET doomonts# 

25X1 A (For dotailod instructions soo Cotanuni cations, 

Adbinistrativu Instructions ) 

b# SECRET and CONFIDENTIAL Doaunonto Hot Registered will 
be onoloeod in a single CHAIN KIP/E LOPE (no further cover required )ond 

fJf^^innrM-TMs 
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and sealed by noons or a 020 gummed label# Under no olrouaii buncos will 
Scotch top o bo used Tor s oullng purposes on 'Bio CHAIN DHVKI/)H;# ?Ik> 
OUAUJ HIWJIUM) will boar no marking to indicate tho classification of 
itu oo nt onto# Double wrapping nay bo substituted for tlio CHAIN ;IHV5> 
LOPB if, duo to the mturo of tho doouaonhhj contents, tlw condor 
dooms additional precautions advisable# iJnvoloj*) receipts will bo 
obtuinod in all onaoa oxcopt when hand delivered by the custodian, in 
which event tlio CHAIN inP/iSJXUT# ncod not bu used# Document receipts 
•will bo obtained only vriion the condor da one it no con miry* Tho rooip- 
iont’s nlgmturo in tho condor bi UKCUh/f and (HflFIOKH? Ab Log 3ook is 
oquivnlont to n document receipt who n such a roco5.pt to required by 
the condor# Hossongoro, custodians or any off loo assistant nay of foot 
doliwrioo of timur: and COJimENTIAL documents within CM Buildings# 
Authorised couriers, custodians or any responsible office assistant 
nay mlou dolivorloa of nuoh documents botv/ocm GIG bull'dinga • A SECRET 
and COHFIDIOT' AL Log dock vdll bo ruinbnlutid for the receipt and dis- 
position of all ouch doourxmtfj# 

(For do tai led i nstructions soo Cwinuniontionflj 
Administrative Instructions 

e# RI'IGXHlCTiiD Doo mo nto Hot Re gi stored my be delivered by 
messenger or wi^oITX coT amiTstant. \ yTumtluT ruJSbougor service is 
utilised, tho document will bo anolosod in n single GILA ID HirvnLQHTi 
(310 further cover roquirod), Tho CHAIN HHVELOS’G will hoar no markings 
to indicate) tho classification of its contents# CHAIN KHVE LOi’OT mad 
not bo used *vd\on clolivorios of JIFOTIJIGTBI) documents are made by office 
assistants# Document or orr/ol ope rocoiptn need not bo required in any 
ouso. From tho standpoint of security, a log far RiiOTRICTKD deoments 
nood not bo maintained, but tho custodian will bo Imld responsible for 
such documents with respect to records uccountabil ity • 

(For detailed instructions coo Canm.uni cations, Adminis- 
trative In«tmotiono^^J^_j#) 

d# Ho gi stored Dooumonts 


Registered TOP SECRET doounonta will bo transmitted A 
tho anno nannor an unregistered TOP SECRET documents# Rogiatorod 
SECRET, COHFIWOTIAL and RE8TPJCTKD doounonta will bo transmitted in 
accordance with tho procedures proucribod for unregiotorod SECRET 
doettaemto# A log will be maintained for tho receipt and disposition 
of nil registered documents, irrespective of classification, except 
TOP SECRET, which will bo rocordod in tlio TOP SECRET Log# 



Q BHRKAL S ECURITY PRACTICES 


1# Security in Office Routine 


Since effective socurity is a natter of habit, oach office 
must bo run on a set routine designed to insure ooraploto ooourity# 
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Daily operations should bo performed in cuch a manner tk\t security 
fit no tino will bo compromised# 

a# 7o le phon o 

(1) ?ho presumption trust bo that ovary oonvo rant ion by 
telephone or intor^offioo co;anuni nation system will bo ovorhonrd by 
unauthorised portions# 7o wires uro protected, not ovon those carry** 
Inc intor-offioo anils b I’horoforo, VO? C:xiKiJ? # SRCRCX, or 

TIAL information must novor bo dinousood ovor suoh facilities# 

(2) When fumroring the telephone, an oqployoo will give 
tho roroo of tho person whoso office is called, &£,, "Ur* Smith or 
Mr* Jtrdth , « office#" Switchboard operators v/ill answer '’Control 
Intelligence Group’* to calls from outside C1G# Tihon a person requests 
information ovor tho telephone and there in any doubt regarding Ido 
identity or tho nooossity of his requiring tho' information, tho em- 
ployee will take Ido nano and telephone number and offer to return tho 
oall# Tho employee v/ill then discuss tho request with kin superior 
ivnd dooido upon n reply. Employees will not transmit information 
about CIO to unknown or unauthorised persons# 

b# Safes 


A largo oign mrkud "OHIU" will bo inn or tod in tho liondlo 
of tho top drawer of each safe tyi» file cabinet arid on tho liondlo of 
oaoh M»slor type wife during tho time such equipment is unlocked# 

This io intended as u visual warning to custodians or nidi nr office 
employees to lode safes at tto cmcl of il 10 day or during unguarded 
periods within tho regular work day* 

0. Unoccupied KooKiia 


Employees will not leave rooms unoccupied at any tine 
during tlio day if classified documents aro exposed in tho office# If 
It is r.ecessury to leave a room unoccupied, all material classified 
abovo "RESTRICTED" first must bo coouroly locked in tlio proper safe- 
keeping equipment or temporarily placed in onotlior employee's custody# 
During such periods, classified dootnants will not bo placed in desks 
or under trays or dock pads# 

d# Visitors 

Jfo employee will permit classified papers to bo oxposod 
on his desk ill such a fashion that they could be read by persons 
visiting hf office who arc not authorised to have suoh information# 

At suoh tiroes olaasiflod material should bo turned face down on tho 
desk# 


CONFmFWTlAl 
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e* Class ill od Wftgtg 


Class if lod vmnto nnat bo disposed of In uocordimoo with 
the regulations governing tho disposition of until mtWr. Vmnto 
Imakots will not \)o utilised for that purpose* 

fm Dofootlvo Storage lilc^uipwixt 

Iftaploycos Td.ll iuracdiutoly report defective safokooping 
equipment to thoir superiors who* in turn will promptly request tlio 
v>aourity Division to nnko thu mioasoury repairs* In tho noantino* 
classified mtorinl should bo traiuvfsrrad iVon tho faulty oontnlmra 
to properly fisujtiojiing* appropriate aaibkooping aqidpttfmt* 

[> Soouririg Offioo at hnd of Day 

Kuqh nonbor of CIO will toko tho following stops ix> insure 
tho security of hi a arort boforo dopmting for tho days 

(1) Clour doak of all sartorial classified above Jtf&raicra) 
?md lock it in appropriate safokoopijig aquijxrumt* 

(2) Invert "I U rt and "Out 11 trays* or turn rditom on tlsoir 

sides* 

(3) Dotorpinp that classified waste has )/oan properly 
disposed of or is looked in safe* 

(4) Check safes to boo that they arc aoouroly locked* 
rotating; tho dial knob at leant throe ti on in each direction* (Junto- 
dirmo or users of safes will execute tho Security Crioak Stoat* Ftn* 

Ifo* 38-7 attached to tho top or aide of each anfo and aafo-type file 
cabinet* indicating tl -at t to oquijxaont has boon properly looked* 

(b) Ac a double oho ok* the lust person to leave tho roan 
r/ill rake certain that the above security manures tovo boon taken* 
that tho windows arc locked and the limits oxtingulstod* 


2* Security Outaido the Office 

a# Discus cion of CIO Activities 


Employees will not discuss thoir work or the activities 
of CIO outside of tto office* except as noy bo required in the 
porfonmnoo of thoir official duties* 

hm Credit Itofcrence 

In using CIO as u credit reference* employees will refer 
inquiries to* 
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) \ Assistant roraounol Of floor 

' ' Control Intelligence Group 

"if Street, ri # U, 

V/aohliig ton 25, J # c m 

Hnployoos v/ill not furnish tho nwioa of tholj^nmgriort^^ any other 
portions in CIO T&th tho exception of tluvU for credit 

roforonoo purpoaofl. 

Q. Truffl e AOoldonta , Ar rcnta, Court : ro^odl p<;b 

If nil oiaployoe should bo oor/j Involved in n traffic uooi- 
tot, court proceeding or oth or oxtornal affair in rtilch CIO night 
bocono directly or indirectly Involved, even though tho mttor bo 
almost ontl rvly personal, ho should report the affair to )ilc ouporior 
at tho earliest opportunity in onto tluxt so it able security neaouroo 
may bo taken by tho Security Of floor# 

dm Group Social Activitie s 

In tlx* interest of security, group uooinl activities of 
CIO personnel, suoh an annual portion, picnics, tocos, still otic 
tonne, vdll not bo advertised as CIO functions* 

o. I.>tnff { ^oc nri-y Chock 

n. Kaoh offloo chief will orgpni&e a group of Staff Duty 
cf floors to condvHjt dTnily final u.ftoi^kcur security c? rocks of tho nron 
ocoupiod by that staff, TI w Staff Duty Officers will ho rotated, one 
serving ozioh oven:.:;;*, and Trill bo selected Iran Euaong tho oi floors und 
responsible civilian personnel of the office staff* 

b# Tho Staff Duty Officer will begin Ms security oho ok after 
bho end of tho regular work day when all or no at of the? employees liavo 
loft. If an cnployoe is working Into, he will bo infomod by the Staff 
Duty Officer that ho, the onpioyoo, will be responsible for the secu- 
rity of his am Immediate rocsi or area, and tho Staff Duty Officer will 
so note on Ids Staff Duty Officer Chock Shoot, Pom 3$-8 under "Itetmrkn." 
During tho course of his security chock, tho Staff Duty Officer will 
execute a Staff Duty Officor Chock Shoot, Pom Do. 30-b 'which will in- 
clude tho listing of a^y security viola t ions. The Chock Shoot will 
be forwarded to tho Security Officer imedintoly tho foil airing norning. 

c* Tim Staff Duty Officor will olio ok to insure that: 

(1) All safes and safo-typo fllos arc locked. 

(2) Ho material classified above ItSSTRICTHD to boon loft 
exposed on desks, on otto office equipment, or on tho mils* 
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( 3 ) All olturoifiod waste hnn boon properly noourod* 

(4) Olnruiifiod material him horn disoardocl in vmnto 

bat&otsw 

(i>) All h *mndavni uro looked# 

(0) Lights arc axtingidLiihod. in unoccupied roams# unless 
otherwise ap mrflfiod* 

4* Duty* Offloorc ~ Se curity Only 

tu A n taff of Illicit Duty Officer:;, uttucUul to the Security 
Office, -Will Ijo ?\o*l£ned to oocuri ty duties between Via hours of 5:00 
(1V00) and 0:30 A*l!‘# (0630), kondnyo tl irough Fridays# and twenty* 
fom^ (PA) hour a on Saturdays, fSuncJiiyn mud holidays* 

b# Night Duty Officers will conduct nightly security ebooks 
of CIO buildings, dually one building or nn area within u building 
aao}i night# No not pattern or rotation syutan v/ith respect to tho 
buildings to be inspected vrf.ll bo followed* ?ho building to be chock- 
ed in dotominod daily by the Oocurity Office* 

o* In conducting their security chocks# the Night Duty 
Officers vrf.ll oliccb setfoo # the tops of » lucks and othor equipment for 
exposed ol?u?uifiod natorinl# windems, classified wnato# envoi opes and 
vd.ll note conditions presenting security hazards# Those officors will 
ol no conduct spot clxo oks of dank drmvora to dotemino whether they ooib* 
tain Qluardficid notarial above mJfV?HIO?LD* in ’'delation of safekeeping 
regulations* 

d* Tin* Slight Duty Officers ‘dll respond to reports from id 10 
PJA Guards in coi moot ion with open safao ujk! exposed olasoifiod mtoriul 
detected l>y the momboro of the guard force in the course of tlioir night 
patrols; handle till other routine aftor-duty^boauri ty problem: and 
prepare reports of noctirity violations# vdiich are aubsoquoxrkly foiw/ardod 
to tha appropriate CIO officials by the Chief # Security Division* 
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1* Purpose 

Tho purpose of this instruction io to set 1’orth tho ch- 
oral activities of tho Personnel Division, acquaint employees with 
tho basic Civil Service populations as applicable to CIO, and 
provide a guide for operating officials with roapoot to thoir re- 
sponsibilities aa rolatod to peroonnol administration* 

2* Terminology 

Tho dofinitiono given below, 'vhilo not necessarily com- 
plete from a technical point of view, conform to tho generally 
understood noonings of tho terms* 

Civil Servioo , as tho Uur.v, in generally used in tho Fedoral 
Government/ rolatca to that part oV the public civilian aorvioo 
under will oh appointnonts to positions ;;iuct bo made in accordance with 
the provisions oX the Civil Gorvico Act, applicable Executive Orders, 
and tho rules and regulations of tho Civil Servioo Commission. 

Rule moans Civil Survioo rule* 

Competitive oorvloo shall have the aair.o meaning as the words 
,, Cla5sifie3*~36rvioe ,y f or ^"Classified Civil Servioo" as dofinod in 
existing statutes and Executive Qrdoro# Tho competitive servioo 
shall include all civilian positions in the Executive Branch of tho 
Government unless specifically oxceptod thorofrom under statutes or 
Executive Order* Persons occupying such positions shall be con- 
sidered as being; in tho competitive service when they have a compet- 
itive status. 

Positions exo opted from the competitive sorvioe (Schedule A) 
ar o f 1 1 1 eel by appointciciit thereto without compo'ti tive examinati on 
booause Qf their confidential or policy-deternlnlng oharaafeor, or 
because it in not practicable to moke appointment* thereto through 
competitive examination* 

Competitive status means a status which permits a person to 
be promoted, troj'iTorrecI, 1 reassigned and reinstated to positions in 
the competitive sorvioe without competitive examination, subject to 
tho conditions prescribed by the Civil Sorvioe rules and regulations 
for such noncompetitive action* A competitive status is acquired by 
probational appointment through competitive examination, or may bo 
granted by statute, Executive Order, or the Civil Service rules. 

Continuous servioe moans an active duty status, but may 
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include u break In service oi‘ not more than ^0 cal cm car days. 

Departmental service taoana the headquarters office* ol’ an 
agency. 5 one rally, posl tl on a in that part of any agency located in 
tho District of Colombia arc in tho departmental service. 

Field service noann that parv or parts of an agency tha work 
of which InvoTvo’s' fcKo T 'localised execution of centrally dotattuiniOd 
policies, activities, or programs* Although name agonoion huvo 
of flows outside tho District of Columbia which are in the depart- 
nontal service, gen orally positions in offices outside the Die trio t 
aro in the field service, 

Position weuno an aggregation of duties to bo parforaerl and 
rasp on a i bill tl oV t o be discharged by one ujraon over* though no person 
i« die charging then at a given tine# 

Glaus of positions moans a group ax' 1 positions vddeh are so 
similar i ST cErETb a ah d roc pol isibilitioa as to require substantially 
tire anno ability, education, experience, and knowledge for thoir 
performance arid as to justify tho same tests of fi trios a and tho seceo 
scale of pay, 

Sorvico naans a broad division of classes of positions into 
groups bfWadly similar in duties and : ■ o s p ansi bi 1 i ti o s , Thoro aro 
four principal cervices in tho classified civil sorvico. Those nroj 

ci, frofoasional and scientific designated as M iV f 

b, Clerical, administrative, and fiscal designated as "GAP," 

c, Sub- professional , designated uo w 3P, r * 

d, Crafts, protective, and custodial, designated as "CPC.” 

Grad© moans a subdivision of a service, which inoludeo any 
number of cl as a go of positions, tho incumbents of which may bo equi- 
tably compensated at rates within tho same seal© of pay. 

Classifying & position moans allocating it to its class, 
servico and grade. 

Official station generally moans the place at which or about 
which an eH^oyee^crToms the major part of his duties. 

Promotion moans a change from one position to another position 
of id ghor grade' '"or higher niinimua salary during continuous sorvioo 
within tho sane agency. 

Change to a lower grado means a demotion from one position 
to another position of lot? or grade or lower minimum salary during 
continuous aorvico within tho sazao agency# 
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Kor.ioval means separation frcwa tho sorviao on charges of 
delinquency or misconduct, or because tho employee's capacity io not 
sufficient to justify hi a retention In tho service* 

ko assignment moans a chan;;,::, without promotion or demotion, 
front o no pool tlVn'TcT'uno bhor position in a different lino of work 
(such as from clerk to stenographer, d muff our to guard, etc#) or in 
tho surao lino of work (ouch as fro:n cierk-soarchor to clork-rocordor) 
or in service (such us subprofesaianal to clerical, administrative 
and fiscal) during continuous oorvieo within tho same agency, 

rVitldn grade salary increaso moans un ir.croc.ao from one rate 
of pay to oiidWbr" ‘witKin 'tKo VixjiS' ^rado mid without change in. position 
of duties or responsibilities# 

ETfioionoy rating moans n written evaluation, taking an 
adjoo tlvoTbrmT’ "oi T "flST "porf onnanco over a period of ar. employee in his 
position in the classified oivil acrvico. This rating is one of tho 
factors considered in do tormining within grade salary increases, 
promotions, termination, and other personnel actions* 

Scale of pay iaoano tho rates of pay established for a ( ,rade, 
consisting of minimum and maximum rate and one or more intermediate 
rates* The intervals between tho minimum and maximum rates are known 
ao "stops#" 

Sligiblos noon parsons certified by tho Civil Service Com- 
mission as boi rij; - c ual i f i e d for a given job and oligibie i*or appoint- 
ment to that job under tho rules arid regulations of tho Commission# 

Pay period mo one the period for which compensation is reg- 
ularly paid* foiT^or annum employees a pay period consists of 
fourteen calendar days beginning every second Sunday# 

•Io?; position is & position which has not previously boon 
allocated and carried on tho records as a currently existing position# 

Identical Additional position is an additional position 
which has autTea anci rose orusi hi 1 rSSs identical in all respects with 
those of an existing position previously finally allocator by tho 
Commission, ia in the c&ao service grade and class, and io under the 
ottnio immediate supervisory position in tho organisation concerned# 

Reclassification moans tho establishment of c dixTeront 
cl as si f i cation Tor an exi s ting position resulting from reconsideration 
and reinterpretation of the original classification. 

Vico Change means an appointment to a position previously 
allocated which has boon vacated and in which no change in dirties or 
responsibilities aro contemplated# 
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l>\mo tiona or id Orr aril ration 
a. functions 


Tho Poroomiol Division, p&A "ranch, la responsible for* 

(1) Ii*a tabli ahi iir and classifying positions in accordance 
with Civil Oorvio© Ruloa and Regulations* 

(2) Inboi-viowin-, ovuliuaiii- and uani, : nlni> applio&nta to 
to established posi tiona* 

(3) Planning, orgftnirjairVb#, tind conducting training and 

orientation profane* /7 

(4) Maintaining rooordc/and processing all !>orconm>l 
notions ouch ao appointment, t raaafor, promotion, toniiinat5.cn, etc, 

(o) Operating til t» p on. u ari o a and otncrpcnc,/ roams to provide 
medical oorvicoa to employees; and developing an emloyoo»s health 
program. 

Administering a Personnel Relations jflrogram including 
officienoy ratings, welfare activities, liaison activities between 
employoos and operating officials in connection with emnlovo© 
adjustments. 

(7) Administering military and naval personnel in ac- 
cordance with regulations of tho respective services. 

b. Organisation 


fo aooompli sh the functions sot forth above, and any 
related duties, tho following Sections ho.vo been established within 
tho Porsonnol Division* 
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a. Authority 

(1) In accordance with tho provisions of the 
Classification Act of 1023, us o:;i©ndod|tho authority to establish and 
classify positions in tho CIO is vostod in tho Director of Control 
Intelligence* subject to review by tho Civil Service Conwiasion. 

(2) Tins Chief# Personnel Division hae boon daloguv*! 
tho ro;ipon3i bill tie;. connected with tho above authority# 

b. purpogo or Claoslfloation 


Tho purposes of cluosifioatiori aro: 

(1) To establish specific jjositiona within tho organ- 
isation framework# and thus provide data for use in budget planning 
and making analyses of tho cost ox* administrative functions. 

(2) To show the relationships of the vaious positions 

to prevent overlapping of duties# and to provide a basis for planning 
the Hoy; of work through tho organization and for determining reduc- 
tions in force and furloughs by disclosing any duplication of functions. 

(b) To provide amployooa V 7 ith a concise statement 
of their duties and responsibilities and thoir relation to tho orpt-r- 
isation by describing the dutios required in each position. 

(4) To provide a basis for such actions as appoint- 
meat, transfer or promotion. A person can b© hired by an agency only 
after a position has boon established. Likewise, a person even though 
qualified for promotion can bo promoted to a higher grade only if a 
vacant position ousts at tho higher griuSa. 

0 . Principles of Olassifioation 


The basic principles governing the classifying of 
positions aro: 

(1) The correlation of salaries with work performed 
in such manner as to provide equal pay for equal work# 

(2) Tho standardisation of allocations based on 
occupational field# degree ox* difficulty of dutios, level of responsi- 
bility and qualification requirements of th© work. 

2. Classification Methods 


a. Job Audits and Surveys 

Upon determination by the Advisor for Management as to 
organizational structure and total number of positions required to 
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administer functional rosponsi bilitioa within on organisational 
unit, tho Classification and Salary Admlniotration Section will 
conduct classification surveys. Thooo surveys aro conducted in the 
roll owing manner i 

(1) The Chief of tho Offioo or Staff Section la noti- 
fied of tho Unending survey and requested to furnish functional 
statements for each segment of tho Office* 

(2) The Classification Anulys U review ouch otutaioonts 

and arrange personal interviews with tho chief of tho augment of the 
Office which ia bo bo surveyed* fh rough interviews, tho duties und 
responsibilities of individual positions arc dotomiued. 

(3) fool ti on description* aro prepared, allocations made, 
and referred to tho thief of the Office ardor survey for his final 
review, 

(4) A description of all positions within the office* is 
then presented to tho Civil Service Cofs.doaion with final Agency 
recommendations . fhe Civil Service Conui salon representative, 
through conf ©ranees vita tho classification rami yet t;r;u officials 
of tho organisation, uotoruinos the propriety of tho agency recom- 
mendations and indicated final Civil oorviee Commission action. 

(5) . Upon receipt of final approval by the Civil Sorvioe 
Carmuisuion, u table of organisation is prepared, on which is 
indicated tho titles ami grades as approved by tho Civil Service 
Commission, und forwarded to the Advisor for Management, 

(6) Upon approval by the advisor for I'onagociont conies of 
tho table of organisation arc forwarded bo tho Office or Staff 
Section concerned, tho Personnel Division, ;ind tho Finance Division, 

(7) Position control records aro established and main- 
tained by tile Personnel and finance Divisions to insure that grades 
established in tables of organisation and total positions a\;thor~ 
isod by personnel ceilings arc not exceeded. 

b. Individual Fonition Classification 


(1) whenever a change of duties, initiation or expiration 
of a job or an increase or decrease in work load occurs, an official 
establishment, re-olassificatiou, or cancellation of an individual 
position will be in order. Requests for ouoh action should be pre- 
pared by tho Office or Stall Uoction. concerned on form Ho. o / —3 m 
triplicate and routed to the Glassification and Salary Administration 
Section# 

(2) A Classifi cation Analyst will analyse tlie duties and 
responsibilities of tho positions concerned by making a dosk audit 
of tho duties involved and by interview with the Office or Staff 
Section chief, tho incumbent of the position if the position is 
filled, and tho immediate supervisor. 
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A written description of tho position will then be prepared by the 
Classification Analyst and reviewed by tho Office or Staff Sootlon 
chief as to accuracy of detail » 

(3) After agreement as to accuracy of tho s tatoraont of 
duties, tho classification analyst will assign the position to tho 
appropriate service and grade in acaoHancc with the standards and 
specifications ootnblishcd by the Civil Service Commission, and will 
submit tho position description to the Civil Service Commission for 
review and approval, 

(4) After approval by tho Civil Service Cosminsion, tho 
position luny then be filled by a qualified incumbent or no v* u pointoe. 


CONFIDENTIAL 
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It la the responsibility of the 

"to operate a progrma of rooraitaont and smiootion in 
oota^Jubnoo with applicable* Civil Service 3ul«e and Zlt 


policies 


'which will satisfactorily wool tho operating mpulronuata of the CK 
omoa» and staff factions# 


liaison with 0r3RoSnB!RtaH^>oS%S3^SSfi5RBS» the priori t y of 
porommol resjt&reaontBj isith the .i-’irwine© Division regarding po&rsccrcel 
ceilings and authorised vacancionj and ’with potential sources of 
jpo&iifisd Individuals to insure avail Ability of personnel to fill 
Vttnaaoio© ao they ooeur# 


I&litaxy personnel trill be /.rooured Ir^^orioneo with 
•duro ontllrtod under ?nrv*rapb I, "action * 


25X1 A 


U\*ifcOi*U liuLOlfil -Ciww 


UA - .«. *Ai»OS 


nsfdng oil initial, ocTntacta said final cereal teonta in conr.oction with 
rooruitanut .verities end will irdtiate all r® joe tier; not! cos to 


&;nllcumta# 


il) OffLoo and .Staff section hoods .’will huvo cn epper* 
tuaity to interview tvad to accept or reject prospective ©s^loyoea 'to 
fill vausaaoius uniur their juriediotioa; however, such officials will 
mfco no caunltaouta regarding oo^loysasafc or salary to inlivUial© 
vho tsay ba contacted directly prior to reference to Personnel Divi- 


sion* 


b* she Pwwsaanol . Division is author! sod to procure and 
hire clerical and cdR&ni a trati v© porsomel in the grades lipwJL 

Ay ^.^>.-iV -hm » wi% »er 

Wtt-vujjii vew*"U* 

a* the Chief, personnel Division,, smy take final motion 
for the Director of Central Intelligence in eases involving gr&das 
to CA,Vwl2 Inclusive, and i‘wl to inclusive, provided the 
hood of the using Office or Staff Section concurs# 

d* V*w Deputy Director mst approver for the Pi rector 
final hiring in all coses involving grades from CATWlS to CAJW1S 
ixvaluaivo, and ?v© to l-«3 Inclusive* Conourronoo of tha head of 
the using Office or Staff Section will be obtained by the Paraonmisl 
Division prior to presentation to tt» Deputy nirootor for decision* 

o* Sosos involving dl«a$r©6»«at between tho using Office and 
the Personnel Division will bo referred to the icnocutivo for Person- 
nel and Adnirdstmticsx, or to tho Soputy Director if tho Executive 
for Personal AdoinistoisLtloa oranot arrive &t « ogruenont with 
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tho requesting Office* 
3# Proooduro 


a* Omoo or Staff Soationo will subnit Fom Ko* 37-8, 

Round Uiont Roquoot In triplicate, outlining porsonmd roqul romento * 
b* Applications of qualifying individual a will bo referred 
by tiho Procurement & Pi acomant Section to tho Offioo or Staff Sootian 
heads aaaoiapanled by Form 57-9, Referral Shoot, and will be returned 
to tho Pr oour onion t and Placement Section tho doad-lino date 
indicated thereon. If a qualified applicant ic at hand, ho may bo 
referred lrt person to tho Office or Staff Scotian concerned* 

c. Upon acceptance of an applicant by the operating Offioo 
or Staff Section, Form 37-3, Personnel Action Request, will bo aut 
mi t ted in triplicate to tho personnel Division. 

ti* Upon receipt ox* Form 37-3 and other allied papers in tho 
personnel Division, final do termination of qualifications to fill 
the position recommended will be made by tho Personnel Division and 
Form 3B-1, Personol History Statement, will be sent in duplicate to 
tho Security Division for security clearance* 

o. Applicant record files will bo maintained by tho Pro- 

will remain ponding until tho 
prospective employee is either accepted or rejected* 
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1 • Uonorol 


Under tho provisions ol’ Executive Order 9U3G, all pocitionn 
in the Central Intelligence Group aro ejcooptod from competitive 
service* Appointments will bo made under Schedule A of the Civil 
Service Kuloo without examination by tho Civil Sarvico Commission* 

An oxo op tod appointment under 3ohodulo A shall not confer a camp tit- 
itivo status to tho appointment but may bo converted to probational 
status in the event tho employee passes a Civil Service examination 
and is certified to this agency for probations! appointment^ Any 
person having a competitive status who occupies a Sahodulo A 
position slrnll be entitled to the protection against removal affordod 
by Civil Services rules and regulation. 


2. Authority 

It is the responsibility of tho Chi ox'. Personnel Division to 
ascertain that GIG polioles and tho standards established by tho 
Civil Service Ca^iiasion aro observed in connection with tho employ- 
ment of all civilian employ cos. Tho Chief, Personnel Division has 
boon delegated tho authority for tho appointment or separation of 
civilian employees and consul tan t a for tho departmental and field 
services. 

3. proroquisi tea to Appal ntmm.it and Entrance on Du ty 
a. Civil Service Regulations 

Civil Goivicc Populations Part 21 (See PPM Chapter 7,-1) 
define and proscribe regulations regarding appointment to positions 
excepted from the competitive service* The Personnel Division is 
responsible X'or carrying out tho provisions of those regulations os 
they par ted n to tho following itoms: 


(1) Military preference 

(2) Other preference 

(5) Uniform treatment of application# 

(4) Standards of Qualifications 

(5) Examination of applicants 

(6) Maintenance of employment lists 

(7) Selection 

b. Security Clearance 


All appointments to positions or assignment to duty of 
personnel in ClG arc made subsequent to approval granted hy tho 
Security Division in accordance with the provisions of CIG Admin- 
istrative Instructions , 
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c, bv&luatlon and Aptitude footing; 


tout the 

fll-d, 11 find ompl oyi?went. The 

various operating officials! vvlll furnish such ucrtla banco including 
linguists and o thur tooiinla&llv-ju^^^i^nr^Uwgyj|vjuWv K j ^ the 
Testing ao that the 

certain If the applicant T^^mSoI<^^?il^^poaKicn^a7ii;lrin^ 
special qualification. 


25X1 A 


d. itoloaao frora proamt Relaying A; : «m6v 

The i-eraannel Division will negotiate the release of a 
prospective a&ployoo in tho event the prospective employee la employed 
by another Pederal A&or.oy. This negotiation la roquiroJ whore tie 
prospective employee has not previously betm provided wit)* a letter 
of release from his own employing &/;onoy. 


4« Appointment and Entrance on Duty 

carried out in aooordano^r^^Th^Jrcccdurt^u^Lno^jnder CIO 
A drain! a trail vo Inatruotioos naif th» applicant has qualified, the 

applicant will than bo advised to report I'or duty to tho trnnaautlono 
and Kooord# Section of the Personnel .Division* 

b. At this tis«w tho c?Aplcyo©>e file will be obtained and 
ohCrOiwOd. c„o insure that tlv» i. cUcwing, iomuj are contained therein? 

(1) Standard pom 07* Application for federal ■toploywant* 
(S) 3<3~1, personal Eiotory Statement 

(3) hotter of 2olaatfe (If transferred frau another Vi’* ■>. 
Agency) 

o* Tho owsployoo will bo required to a oraplo to the following 
addition^, Xtonas upon reportin'; for duty a 

(« } Pom Sit, Gath of Office* Affidavit and Declaration 
of Appointee* 

(Z) Porta 57-24, ffqa^trUoa Affidavit* 

(3) to W-4* EruplOyeos t^i'fchlioldinn T^cosxvtiosn Cert i floats* 

d* The employee will then be given a Pom 33-2, Request for 
Credential and cent to tho Security Division for aay necessary indoc- 
trination. 


«• Upon completion of tho above itasas, the employee will bo 
sent by the Personnel Division to the Adiainiatrativ© Officer of the 
Office or Staff Section whore he is to bo employed. 

5. Appointment Act! on a 
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cxo ijawuai* oi** mvrtzrm'mt niarwnmono 


*th* following uooiraenta will be prepared on o&oh-net? appointee 
by the i’oraonuel DlvVsion and distributed ne indicated* 

a. Standard Pona 60 j notification of roraotmo 1 / } ot&cm» In 
prepared in iui original and 7 ao;i©& nnd distributed as follows s 

(1) 2 copioa to trudge* g notion (After proper recording 
an poult ion control cards# those oopioo aro routed 
to tin* bay r ?oU Unit for Pay Boll motion. ) 

(2) 1 copy to gltinttiftimtlnn potion 

(15) 1 copy to civil fiorvloe Gonuiflaion 

(d) 1 copy for * omovmol Journal (naintninmi in Trans- 

action*) and Records jiootion and died In monthly 
biruloni to Pom oonplato record of each notion 
prepared) 

(5) 1 copy to Previous Organisation (When employee hue 

had provioun goverawnt service ami oo«e» to central 
TntelUgonco without a break In service) 

(ft) l copy for tirtmnol Polder 

(7) 1 copy for Itsploye* (This copy la transmitted to 

the Administrative Office of tube employing Office 
or Staff Section for recording and then to the 
employee* This carve* a* the sotifi cation to the 
originating office of the approve! end completion 
of the request for pemormti action.) 

b* CSC fora 2808* Retirement Record C R rd* is prepared end la 
forwarded to the ?ay Pell ifait* ~t acal Section* attached to the Pay 
Pell copy of Form 50# 


c* fora t?- 4* Bnployeew withholding E*eopticm CertU’ioate* 
it prepared by the eggpl oye^an d attached to the f : v Roll copy of Vorn 00 
for tnaaduioa to the pay poll t*lt« 

4* TO Pom 7 «a» Service Mrd Cord* is prepared for every 
me appointee wd filed alphabetically la a visible eerd file* All 
later eetlaee an the employee ora poeted to that eerd from pom 80. 
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PKOHoTioir an]) (/HAKc<ji>i ? o i/fr.KK cmn: 

1. Vf l thln^ gr cuto Sal ary /ulvtirioco uH t fj 

Salary udvrinoonontn within £rmlo r\rc> or two tyjwu* 


a. Periodic pay inoronuon rnwlo in nooordnnco with tho 
Federal I-nployooo Pay Aot of 1U4F> which }»r< vidou inoroanoa for 
omployooo liavin^ 12 nontlui oontinuouo aorvloo In grades in whieh 
tho conponantlon inorononta are loou tlmn 0200 per nnnun or 10 
monthn oontinuoua aorvioo in ^rndao in vdiinh tho oonj^onantion 
inoronontn rtro £200 or more per unnun # providing 1 

(X) 1'luvt no equivalent inorcmno in conpommtion for 
any oauae vmu rocolved during puoh pcriodf 

(2) That an officer or employee tfvdl not bo ud~ 
vnncod unloou hie ourront efficiency rating ia "flood’ 1 or bettor 
than ,, (iood ,, i 


(3) TJiftt the uorvieo mxl conduct of auoh officer or 
onployoo ore oortifiod by tho bond of tho dopnrtroont or agency, or 
auoh official no 1*0 tiny designate, nn boinft otlwndoo antiafuotory. 

b# Adpiniotrativo inoronaoo f,ivon in rare cauos for 
nuporior aooampliohnont or whon justified by opooifio oireujrattmoon. 
Tha federal Employees Pay Act of 1U45 providoo fchut, v/ithin tlvo 
1 ini to of avnilnblo appropriations and an rawurd for nuporior aooan- 
plishnonta, additional vdthin-^mdo oanpanaevtion advancer wm to my bo 
rondo but any such additional acivxu;c<nonto shall not exceed ono stop 
and no onployoo nltall eligible for noro than ono additional nd~ 
vnneoTjont hereunder within ocioli of tho tine periodn considered for 
poriodio pay inoronaoo. 

2# ^ roilo ‘ <; l on to lli^hor flrndo 

a* 010 onployooo will bo promoted v/ithin tho A-^onoy to higher 
grades when auoh vaconoioa #oocur # oubjoot to tho following conditional 

(1) A vacant position of higher olaaai flection must exist® 

(2) Tho individual must moot qualification*! roquironontc 
of tho position for wiiioh ho io boing rooonnondod in 
accordance vdth tho standards established by tho Civil 

3orvioo Cotmaicaion or by Clfi. 

(o) Proaotiono of noro than ono grade highor titan tho grado 
hold by tho employee at tlio tin© of tho roquoat will 
not \>j rooonnondod. 

(4) Tho following tablo spool fioe tho tine in grade re- 
quirements will oh must bo not prior to the initiation 
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b* rtoooinnomlntiontj for promotions vdll bo nndo on ram No* 37-3 $ 
vW.oh will include u otatemont tlmt tho requirements not forth abovu 
have boon not* 

o 9 No exceptions to tho proviaiono of paragraph u* above vdll 
bo granted vdthout tho apocifia v/rittan approval of tho Director of 
Control Intelligence* 

3* Chmigo to Lowor Cm do 

a# A change to lowor grndo nay bo r.udo became of roolnunlfi- 
oation of position or boorwao of fniluro of any anployoo to udoquato- 
ly enrry out tho duties and responsibilities of his assigned position* 
If an anployoo in amiignod to a lowor grado bocntiso of on"Urumtisffto- 
tory" offloiunctf rating ho Hunt bo paid at a rate not in excess of tho 
rdddlo rate of tlio lower grade* 

4* Routines and Records 


a* No action ia required on tho part of Offioo or Stuff 
Soctiona in effecting autonatio within-grado salary increases of 
onployoos* Tho Personnel Division will Maintain adequato records with 
respect to eligibility for within-grado increases and will effect 
necessary actions without any rqquoat fron tho Of fioo or Staff Section* 
Hawovwr, tho curront efficiency rating and conduct report must bo ah 
Irnnd before any notion ia taken# 

b* Requanto for Promotions or CJmngo to Lemor Grade will bo 
Initiated by tho Offico or Staff Section oocnoorncd on Form ?fo* 37-3 f 
Personnel Action Request, prooosaod by tho Personnel Division* and 
after approval of tho Chief# Porsormol Division# the nooonaary action 
will be taken* 
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1* Transfcra fr on otl ior IJ» A.»uno iaa 

In offocti an tmnju'oru u f w*ployou« fron ofchor U* 0. ajymoicm* 
tipproprin bo notion will bo nn<lo by t) m ) or«onnol Division in accord- 
anoo with tho proooduron outlined uivlor , 'Roaruitr.uint ,# and ’Appoint- 
(CIO Adninintrntivo Instructions # ) 


2# 2>H!iiiS£S££ Sg, othor u# c# Affmcioo 

Whonovur on onployoo daniron to tranofor from OIG to nnothor 
«i:anoy # ho will notify his iMnodlnto nuporior for enough in advance 
(at lcmst lb dnyrj) to iiUorw dufficiont tino to aoouro a roplnoamoht* 

Tho Offioo or Gtnff Gootian vdll rofor tho wuployoo to tho Personnel 
Division J or urran<;anonta ronnrdinr proper clonrnnoon* exit interviews, 
oto# 0 


Upon completion of tlio transfer notion* tho Official Personnel 
* older containing nil documents of po nmuciit record* except thooo con- 
fidential to Cl (V* rdll bo forwarded to the now omoloyS np agonov# Tlio 
Poroomiol Division prior to trnueforrine tho Of fioini Personnel Poldor 
tdll extract all temporary rocorda and nil roeordn which nro oonfidon- 
tinl to CIO and td.ll ftinko a record on the onplovoo 1 *! aorvioo onrd of 
tho ° r tho trnnflfor of tho onployoo* tho dnto of tho tranunittal 
of tho t ornonnol i* older and tho nano and location of tho a{*oncy to 
v/hioh transferred# Cubacquont rnquoflto to GIG for information ro^nrd- 
in^ an onployoo who han transferred to another a<*onoy will bo forwarded 
for reply to tho Agency to which the employee has transferred# 

3* Trannforo botvmon fifficq or Staff footlono Within Cl G 

a# Personnel employed by or usoicnod to CIO vdll not bo por- 
raitrfcod to oook a position or aaoi^nmont in another office of GIG vdth- 
out tho prior written approval of tho Aooistant Director* hio Deputy* 
or hie Ibcooutivti Officer# An employee cooking; roan dormant will pro- 
paro a nuimomnduia to tho Chief* foroonnol Division roquostin* that ho 
bo conaidorod for roaooi^aont to a position for which ho io°qunlified# 
Tho roquoot must bo npprovocl in tho manner outlined nbovo prior to 
subnifioion to tho Poroonnol Division# 

b# oinilarly* offices will not i-ntorviow or nook tho transfer 
of pornomol aani^iod to other officoa within CIO unless tho Individ- 
uni prosonta such written pomisnion to nook a now poaition or nsnirn- 
raont# 

o. In nil oosos n form 37-3 will bo initiated and forwarded to 
tlio Poraonnol Division by tho Offioo or Staff Kootion to which tho 
employee is boi nr* transferred. 

•4w?mmifuru Involving Utimige--ejp-o^<v gj-ntlon 
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4# Tranoforn i n volvin g Change of OfTlcial station 

The authority to train) for civilian otaployooo from one official 
station to anotJfcur arid tJio j>nyr.iont and riiiriburnoivmt of all expenses 
incident thereto including travel aiui the transportation of all house*- 
hold goods and offoatn mid dependants of each employee has boon dele- 
gated to tho Chief, Personnel Division* 

Who never a dhnngo of official n tat ion of nn mployoo is desired, 
tho Off loo or tttuff Coot ion will make* a request to the Pornonnol 
Division on Porn 37-3 at tho mu to ti.no that a request for travel nuthor- 
iention in nndo on Porn 54-5 or 35-23# 

Tho Personnel Division* upon roooipt of Pom 37-5 will, tutor 
chocking to ascertain that tho transportation for thuaiployoo Ima boon 
cloarod, prepare a Tnansfor Lobtor Authorising I'omimmit Change of 
Official station* Tho letter will contain* 

u» Authority for tho employee to ohango his official station 
and for tho payment of tho expenses inoidont thereto* 

b* Vihoru ctpplioublo, authority for tho employee to transfer 
his houuohold goods and of foots and to obtain roinburuomont t)*orotfor* 

o« Whore applicable, authority for tho transportation of tho 
employee *0 dependants and rolmtairntsrient thorofor* 

d« In tho otu3o of pomnnont transfers to overscan stations, 
authority for tho payment to tho employee of quartern and coat of 
living allawanco or special allowances or salary differential, where 
applicable* 

The Transfer Letter Authorising Pumanont C/iange of Official 
Station v/ill be prepared in an original and B copies and distributed 
no follows* 

Original to onployoo 

2 copies to Fiscal (1 for Payroll and 1 for Travel) 

2 copies to Transportation (1 for transportation and 1 for 

CnJ*no) 

1 copy to Poroonnol Files* 

Further information regarding transfer of employees between 
25X1A official stations in containod in CIO Administrative Instruction 


6. Dotnils within CIO 

a* Employees within CIO my bo temporarily detailod to positions 
in tho sane line of work for limited periods to moot omorgonoy work 
situations (for example, the detail of stenographers and typists from 
tho 8tanographio pool will bo mdo by the Procurement and Placement 
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faction)# fluoh temporary details may bo imdo by rouponniblo ridniji- 
^iotrntlvo officials and will not require tho tmbmiaoion of Vom 37-3 # 

Toraonnol Action Hoquuut# 

b# The do bail of employed!) within CIO to higher grade positions 
or to pODltiona in cliff uront linos of work are authorised by law with** 
o\it change of* oivil service or pny utatus up to n period of six montha# 
On such details tho lining offioo will, submit Form 37-3 # lorsonnal 
Action Request to the Personnel bivinion, stating thereon tho antici- 
pated duration of such detail# 

fit Dotnilu to CIO 


Civilian employees from 6thor govomrwnt agencies nay Ixi detail- 
od to C1G on n reimbursable or nou-roinburaablo basis# Upon selection 
of theao individuals by n CIO Office* !'om 37-3, Porsonnol Action Re- 
quest* stating tho duration of ouoh dotnilu, will bo submitted to tho 
Personnel Divio! on in tho umml manner# Uuoh detailed personnel will 
bo subject to th© uemo security requirements ao permanent CIG poroonnel# 
In tlu* case of reimbursable detail a tho Personnel i)i vision will provide 
tho Fiscal Section, pirnnoo Division v/ith a oopy of tho bnnio ngroemofcfc 
to enable tho establishment of obligation# 

7# D otnilo out of CIO 

Details of employees frori CIO to other government agunolos trill 
not bo rado except in aooorUnnoo with specially approved projects or 
upon specific approval of tho proctor o(( tho Deputy Director in indi - 
victual casus* Offioo or Staff factions dwriiri ng to ran):© such details 
will prepare a detailed explanation and justification vddeh xri.ll bo 
submitted to tho Office of tho Director for approval prior to making 
any actual comriitmonts ivith respect to auoh details# 

Tho iqnioimol Division will bo responsible for cif footing tte 
details in accordnnoo with applicable! regulations# 
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1# Hon Ignat ions 

Upon an employee 1 n decision to resign fron tha ftgenoy, tho 
Of f loo or Staff Section vdlll submit to the Transactions and Koaordfl 
Section Fora ho# 37-3, Iloquout for Pernonnal Action, in triplicate# 

All copies of thin fora will boar tha signature of tho onployoo and 
will state tho reason for resignation, and tho reaction of tho ini- 
tiating and approving officer to tho resignation# Tho T'ornoroiol 
Division than will make arran;;;wntn for pre-oxit interviews ami 
clearances and will process tho separation action# 

2# T ransfer 

Knployoon who linvo oonpotitlvo status and who tranafor to 
another government department or agency without a brook in oorvico 
will not bo separated from CIO by resignation but by "{Separation for 
Tranafor#" Howvor # employees who arc on an oxcoptod appointment and 
who do not have oonpotitlvo status will resign fron CIO even though 
thoy nro to bo placed on tho active rolltt of another department or 
agonay -without a brook in service* All accumulated loavo will bo 
transferred to that department or agency if tho pooition is within tho 
purview of tho loavo acto of March 14, 1936 as provided in tho Fodoral 
Personnel Manual# 

3# Kotironont 

Tho separation of all omployooa eligible for retirement under 
tho term of tSio Civil Service Kotitfc^mmt Act will ho handled in 
accordance with inotmotiono contained in tfuipior I?-o, federal 
Personnel Manual* 

4# Diagvml i fi cation 

An employee nay bo separated for failure to complete tlK) proba- 
tionary or trial jjuriod satisfactorily or boauuso of information which, 
if known, would have disqualified t)\o employoo for the appointment# 

Tha Personnel Division will bo notified of ouch donditiona in writing 
and will proceed to separate tho employee in accordance with applicable 
regulations# 

5# Inefficiency 

An onployco my bo separated for unsatisfactory porfomanoo of 
duties# In such oaooo tho Office or Staff Soction concerned will 
25X1 A submit a memorandum to tho personnel Division giving full explanations 
and details# Tho Personnel Division will prooood inoaoordanoo with 
instructions outlined in Administrative I ns truot ionMiH 
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G# Completion of V/ork 

Upon completion of a work assignment on which tin employee 
la ongngod# tho employing Off loo or fit off flection v/ill inform tho 
Personnel Division on Porn 37-5 no far In advonoo an possible# and 
request tdifct tho employee ho oopnmtod or assigned to another pooition 
in tho organisation# 

Tho Personnel Division will pro cock 1 either to offset a 
transfer of tho employee to another pooition within tho jj^rmoy or to 
process tho separation notion. 

7# Expiration 

An aiployeo who is appointed for a specified or United 
period will bo terminated automatically at tho end of tho period 
apooifiod in his appointment unless tho Offioo or fltaff Faction initi- 
ntoo a roquoot on Fora 37-3 for a renewal or external on of the appoint** 
nont# 


8# I gJLitar^ Furloughs 

Any Civil Service Ktaployoo of tho Cl 0^ except those oorving 
in a temporary position vritten tho nooning of the flolootivo Sorvioo 
Training and florvioo Aot# who enters tho armed forces in entitled to 
statutory restoration to his foznor position and can bo placed on 
military furlough for tho duration of Ida services with tlio armed 
forcos# 


An employe o entering military corvlco who dooiron to be 
plaood on Military f-urlough will bo required to submit copies of mili- 
tary orders or any other substantiating papers to tho Pornonnol Divi- 
sion# Tho P 0 rnonnol Division will then issue the separation action in 
tlio visual manner# 

9# Reduction in Force 


An employee nay bo separated from tho jfconcy booruiso of luck 
of work or funds# abolition of position or agency# or reduced budget 
Bureau personnel ceilings# IVlionovor it is necessary to separate on 
employee for r,jxy of those reasons# the rT oroonuoI Division in ooopo ra- 
tion with tho Offioo or Staff faction ooncornod will do to mine the 
employees to bo tormina tod or retained in accordance with tho prof oro nee 
regulations for Reduction in Force contained in Federal Personnel 
Hanutil - R#3# 

10# Disability 

An employee whoso physical or mental condition renders him 
incapable of performing tho duties of his position nay be tominntod 
by administrative action# Tho Agency will do old© whether tho 
employee f o condition is of tills naturo# subject to tho provisions of 
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4' -Section 4 of tho Votoruno # Pjnjforcmoo Act of 1044 In tho 

onao of proforcmoo oliftibloo* 

11# Death 

domination of an employee *11 appointnont by doath requires 
fomcil separation notion in order to clour tho employee 1 n rooordo and 
to dot o mi no tho appropriate portions to roooivo his unpaid salary, 
refunds, and credits, and to oloar any indobtodnnow to tho Government 
Jia nay havo had outstanding* 

Tho anployoo's immediate superior should advise tho Poroounol 
Division immediately by tho most expeditious connunioutimio facility of 
tto. death of tho omployoo together with details no to titao, plnoe, 
cause and circumatnnooB* Compensation Fom C.A* - Z should bo submitted 
by tho immediate superior no soon ao poosiblo in order that tho Porsonnol 
Division and/ or the General Counsel lanv nnl:o any necessary arrungorcontfl 
vdth tho Bureau of Ktoployoo Compensation# 

12* Adverse report of Investigation 

Tho continued onploynont of any araployoo, ragardlaas of Ills 
civil service status, in a position in tho Central Intolligonoo Croup 
is conditioned upon tlio roooipt of satisfactory report of investigation# 

An advurno report of investigation which reveals that tho 
employee* io not satisfactory by reason of character or loyalty to hold 
a position with tho government nay bo used ns . , basis for roq\ looting 
separation of tho employee# 

13 • Removal for Cnuco 


An employee nay ba removed on charges of nin conduct, 
dolinquonoy or othor disciplinary re&oons covorod in tho federal Personnel 
Manual, Chapter C 2, Conduct of OxTicoro and Dnployuon (Coo Adninintrativo 
Instruction - ) v . 
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TiMHUKO 
lm C? oners! 

It la tho policy of tho Control Intel llgonoo (! r oup to uid itB 
enployoon in nohioving offootlvonoBo in thoir work through tiro dovol- 
bSit Bi ; illn nn ^ t}u ' acquisition of knowledge tlmt will bo of 
bonofit to than in thoir promrnt positions, Tho Train! nr hoot ion 

ZWZKZ; s— for 

Indootrimtiort Courses 


Irnmdintoly following tho flrat wook of ooploymont in CIO nil 

^chothOif^ 0 ” Wll L b ° roq ” irod t0 nttond « hour Training Conforonoo. 

Sootlon^^M " tton ^ mcxl 1,111 arranged by tiro Training 

oootion and tho individual employee vd.ll Iro notified of tiro tir.ro and 

plaoo by tiro Administrative Officer of tho Office or Staff Sootion in 
vtfiioh ho lo employed* 

3* Of f lo o -Ski 11a Courses 

. „ ** C °T° a J n f tono craphy turd Omqo-SkillB and Techniques will 

+1 J!T ? t0< f °r tH ° h Jnom of ^onegrapMo, oloricul and mtaliniotrn- 
ployoOD to ona5,1 ° tllan to obtain inoroaood proficiency in thoir 


Typo of subjootn to bo cove red 

All subjects generally oanoidorod to bo applicable to tho 
development of office nkill v/ill bo covered in tho projected training 

witin 1 ^ a t 1 mi*n° UbJ ° <3t3 um , M . llljr idontifit,cl * 1S B «<3h arc : shorthand, opood- 
witint,, typing, ■.wpy-roadin,;, chnrto and graphs, Rnglish, composition. 


c# Kli r^bility for course training 

bv tiro n,™™ onployooa of CIO wo eligible to receive training, offered 
V . Ia aono 0fl30a » sraployooo trill be requested to take tiro 

thoir supervisors* Those requests will be undo bv tho 
supervisors for the following purposes: (I) increase of skill; (2) 

M ability. pr ° dUCtion * (3) P rocl °tional value, (4) evaluation of employ 

jtoquonta for Special Training Couraon 

- J. AdniniB traUvo officials who deniro to have apocinliBed oouraee 
of training oonduoted which they think will bo of bonofit to thoir 
progrrn should subnit a request to tho Training Section, Personnel 
Division sotting forth tho following informations (a) number of 


'sULi\ i i/ii 
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©mployooo to be trnin&fc* (b) typo of training roquirodj (o) bona fits 
oxpootod as a rouult of tho training* 

C# Courni cling Sorvicu 

n« Advioo And anolotanoo ir3.ll Ixi given to araployooo t/ho dooiro 
to unroll in ojxioiali«od training* special oourociii* or undergraduate 
and graduate training in univoreiition* 

hm Tho Training Kootlon will nine interview and advioo oraployoofl 
wJio dooiro entrance into federal training programs* and will make final 
selections of applicants coupating in tlio Federal Aciainiotration Intom 
Training Program* 

0* Information about coursoo 


Training tiohoduloo sotting forth the typoo of oouraoa to bo 
conducted and tho opening and cloning duton* dooirocl qualification*! for 
intorootod appli canto, and tho procedure) to bo followed in enrolling 
will bo ioouod at appropriate tinas. Specific queries nay bo directed 
to the Training CJootian, Personnel Divioion# 


mwmm 
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1* G e neral 

The Hodioal £>oatian* Personnel Divio ion is responsible for 
investigating and unking racaminondntioria concerning sanitary and 
health conditions in CIO buildings and installations in Washington* 
and for tho operation of tho OlG Dispensary* 

2* Operation of r,ho Old Dispensary 


n* l ft Xit a r^/; V o r s o ra iq 1 


I military personnel and their dependents nay receive nodical 
and dental troatriont* physical examinations and iiornuni cation shots at 
t)xi lloadquarfcoro Dispensary* 

Tho following typo of treatment facilities arc uvuilablo at 
tho Headquarters Dispensary for tho troatraont of tillitary poraonnol 
and thoir dependents : 

fl) Consultation Room 

(2) Dontal Clinio 

(3) General Treatment Hooau 

(4) laboratory (For Clinical studios) 

(5) Phnnaaoy 

(6) Pliyoio-Thorapy 

(7) X-ray Hoorn 

b* Civilian Porn onnol 


Tho Headquarters Dispensary ^ill provide t ho following 
services for civilian employees of the CIG* 

(1) Rondtor treatment for illness or Injury occurring to 
employees in lino of duty* All injuries occurring to on employee* no 
matter haw slight* should bo reported to the Emergency Hoorn* 

(2) Bioko physical oxandnation of all now employees importing 
for duty* of omployoeo prior to assignment to ovorsooo duty* and 
immediately upon roturn from overseas duty* 

(3) Give iiraaunizatlon shots to all civilian employees prior 
to overseas assignment* 

o* Hpura of Dlcponanry Service 

The hours of tho Dispensary conform to the regular office 
liours 6f tho CIG in Washington* that is 0800 to 1030 Monday through 
Friday* Tho scheduled tine for various typos of treatment and service 
is as follows 
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Siok (’nil 0050 to '000 
Doiital :>lok Cull 0900 to 1000 
Iiartunlantlonn 0900 to 1000 
ISiorgonoy Troatziont - 0000 to 1050 

0* j^ aor/jonoioc during Off-duty Ho urn 


t’rooood In accordance with ''D Homo Ho* 40-006-2 (6©o aonlng 
nap attached 6*oroto)# 

b« Nnvnl & Marino Corpc 

Report to Ilnvy Plnponoury, 18th fit# and (Jnnntitution Aw# )f,W* 

«• Civilian 

In onnoa of ircTJJCMK IXiRWr’RTCY atill Providonoo 1 Ion pi tal # TH-2000* 
4# Mpdlonl Kxamirmtio n of Cafotoria ^ jkyooa 

Civilian cnployoon or tho OSI Cnfotoria will bo f^ivon an annual 
choot ( X-Ray) cmu&mtion at tlio Hoctdqmrtora Dispensary# 

Civillnn Conporamtion - Injury in l ine of duty 

R# All civilian onployuou of TJ# J # Government who sustain injury 
in lino of duty uro entitled to nodical, ourgloal and hospital trontmont 
by tho Govarnrumt in aooort innoa with provisions of fihployoo f s 
Canponsation Aot of 7 Hopt# 194G an cmcmclod* Treatment for such injury 
nunt bo obtained from a U# b’ # Govornnont Modlcnl Officer and hoppital 
if praotioabla, by physicians and honpitala dosi^natod by Bureau of 
Ehployoo 1 !! Campons at ion, Fcdoral Security Agortoy* 

L. 

b. Any injury sustained by an employee nhould ba roporbd to his 
inane dinto uupurviaor within AO houra on Pom CA-1 (Rnployso*a Notice 
of Injury otc» ). Tliin fom together with supervision's roport proparod 
on Pom CA-2 Trf.ll bo oubnittod to tho ClfJ Offioo of General Counsel to 
bo filod for reference in event of future elate of benefito. 


o* It is important that roporta of injury bo nado in tho npooi** 
flod tine. Failure to do so may result in dlsnllawanao of an onplovoo’o 
olnin for conjionnntion benofitn. 


d* Civilian employees -who aro injured in performance of duty 
while in tho U.3., but army fron Waahington, D.C., should ooourc troat- 
nont at tho nonroot Oovomnorrt facility. Tin, omployoo in such onso 
* buld iranodintoly notify hi a (her) ouporior in TT n ahlngton who will oat 0 
tnot the Of fico of the Conoral Counsol. 

e. Civilian onployoqs injured rdiile stationed at an ovornoaa 
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pout felwuld aoouro troatncmt ut tho msftroot U, **• Government facility 
available* If ouah an employee io Injurod or booamoa oiok in porforwr 
anoo of duty* tho Chief of ilianion nhall nako such arrangenonta for the 
patlont f a houpltal oaro an arcs appropriates* 

f* If Injury rooultn in incapacitation aC tho employe© for a 
period of time anil partial or oonplot© disability and nodical oorviooo 
or lioopitali nation io required, or tina and/or wgoo or© lout* a olidn 
for oanponoation bo no fi to nay bo filed on ?om 0A-<U 

g# T l\o Ikiud Tfurno (lira, 1270 Quo nldg#) way bo oontaotad for 
full information concerning an onployoo'a righto under tho Ibdoral 
Conponsation Aot* 


i 
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^Bbmploykk HKUTIONS 


1# Grievances and Complaints 
a# (tenoral 


(1) It will bo tho responsibility of tho Personnel Relations 
Motion to adviao on grioviuioe patters# assist In the development of 
conatruotivu dny-to-day work rolatiortfnhipa# and assemble information 
nooofloary to oquitiibly roaolv© complaints and related problems# 
Condition® may arioo which will rosult In discatiafnation and rooont- 
mont on tho part of employees# A standard outlet must bo provided for 
auoh problems* and to givo employee* an opportunity to Book adjustments# 
JinployDoo will bo encouraged to cook answers to any questions and solu- 
tions to auy aanplnint or grievance without rostroint# intorforonos* 
coercion or reprisal# 

(2) Administrative official ti will udviuo ouporvieory per- 
sonnel of their responsibility in making sure that all personnel aro 
fully infornod of thoir rights and privileges undor those provision*# 

(ft) Appoulo of offioionoy rating*) * decisions on tho class- 
ification of positions* and involuntary separation during the pro- 
bationary trial poriodo based on inability to porf om tho required 
duties* will not bo oubjoot to disposition undor tho Appeal Hoard 
Provisions# Hoithor will this prooeduro bs applied in waking dooiaions 
on adwl ni* trutivo notions involving suspensions# involuntary nopara— 
tionn and removals# 

(4) A complaint or grievance is uauully an employed 1 s ox— 
pronnod fooling of dissatisfaction with ronpoot to hi a day-to-day work 
relationships* working conditions* or otatua of amploymont# 3uch prob- 
ltios or ni au»loratandingfl aro poroonul to on individual employee# and 
thoir solution usually af foots only tho particular staployoc lnvolvod# 

A distinction between individual grievances and matters involving 
general issues which aro generally considered by managoraent or greats 
of individuals is nooossury# Problems affocting general working con- 
ditions or matters which have broad application* Involving gonoral 
policy or administrative practices# aro not appropriate for consider- 
ation under tho grievance procedure# Requests and inquiries which do 
fall in the category of grievances* should bo referrod to tho enployoe'n 
ixmodiate supervisor for disposition# Deolslons and reasons for action 
token should be given tho employee promptly and in adequate detail# 

b# Logsl Authority 

Exooutive Order Wo# 7010# dated 24 Juno 1950# provides tint 
the Personnel Director shall establish a Grievance Procedure* siAJeot 
to the approval of the head of the agency and the U# 3# Civil Service 
Conniseion# The Director of Central Intelligence and the Civil 
Service demission have approved the following prooedure# 
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0 . Application* o £ lYoooduro 

(1) Thin procedure will bo applicable to all civilian em- 
ployees who liavo complaints or grievances which arc personal in nature# 

(S) An craployoo who has completed hilt trial or probationary 
period and in being Boporntod for inefficiency# will havo the right to 
appeal under tho Appeal Board Grievance ;*rocoduro# 

(25) Etaployooe who are teminntod for cause# ouoh as dolin* 
quonoy or misconduct# my fncoroiso their right to appeal such runov* 
al under the Appeal Board proviniono of thio Proaod\tro* 

(4) An employee nay not use the Orievnnoe oft Appeal Procedure* 
as a dolay in tho applications™? administrative action or daolniomi# 
Thic does not preclude hearings which will bo afforded an employee prior 
to diuoipiinary notion or adninintrutivo decision# Such Jiotiringo oro 
separate and apart from the appoal rightn of th& Grievance Froooduro# 

(5) Enployoos against whan complaints or grievances are 
brought a hall bo given tho came right* under this Procedure as thono 
accorded tho employee originating tlio complaint or grievance# 

d# Stops and Channels 

In order iliat prompt nolutionn of complaints and grievances 
nay bo given* tho following table and stops in tho Proooduro are ostab- 
liohed for ohonnoling grievance natters# It ie asstmod tlmt interned- 
late supervision Trill bo consulted and informed relative to action on 
oases involving employees under their general jurisdiction# 


First Btag© - 
Second Stage - 
Third Stage - 
Fourth Star© - 


Immediate Supervisor! 

Branch Chief j 

Assistant Director of Officoj and 
Director# CIO 


(1) First Stage - Ipiodiato Supervisor* 

Tho employee shall first and always take up with hi* 
innodin to nuporvioor# orally or lnwISEgT'®^ question# griovnnoo t 
complaint# misunderstanding# or similar difficulty# He may bo aaoora- 
ponied by on employee from hie awn office# *ho way servo as witness# 

Tho ouporvioor will allow tho omployo© to Btat© his on*o fully and will 
promptly and objectively invest! gat© tho situation# A brief record of 
tho case will bo kept by tho immediate ouporvioor for his awn inform- 
tlon and for possible roforeno© should the matter bo referred to high- 
or authority# 

(2) Second Stag© - Branch Chief 

If the natter is not adjusted to the employee’s satis* 
faction at tho first stage and tho cwployo© desires to appeal# hs will 
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submit hi ft mmo in writing tlirough hio immediftto supervisor, who will 
forward tho original to tho Branch Chi of # and n oopy of t)»e appeal to 
tho Chief , Personnel Division, CIO* Tho Branch Chief will give the 
staployoo full opportunity to explain his problem personally* TJio cm- 
ployno nay be aaoampanlod by not more than two CIO employee* of his 
own choice, who may ho hoard an wltnosaos* Tho Branch Chief will ob- 
tain all pertinent fact* in tho anno by nonsuiting with other jwraon* 
ooncomod Jiaving knowledge of the oirourruitf.noea* A written record 
will bo maintained by t)*o brunch Ohiof, including a eta Sonant of tho 
grievance), the nnmos of persons concerned, tho names of those with 
when tho natter hue boon dlnounsed, a summary of findings, and a ctato- 
mont of action taken* Tho employee will bo informed in writing of 
cation talcen after full consideration Ima boon given the oaoo* A 
complete case rooord vdll bo forwarded to thr Chief, Porcoimol Divieion, 
and to tho FViroannol Kolations Beotian* 

(3) Third Stage - Aoointant Director 

If tlw matter lino not boon oottlod to tho satisfaction of 
the employee at tho oooond stage, ho may address an appeal to tho 
Assistant Director, CIO, in tho Ofx'ioo oonoornad* Tho request will bo 
forwarded by hand through tho Branch Chief to tho CJiief, Porsonnol 
Division* Tlu> Chief, Porsonnol Divieion, will forward the appeal and 
ottso records to tho Asaiatant Director of tlio Office* The employed f a 
appeal will roquost that an impartial Advisory Appeal board be estab- 
lished to hear hio case, and will state tho nano of the person ho 
selects for board Monbor# Upon receipt of the roquost, tho Auuiatant 
Director of tho Office will numo a Member to tho Advisory Appeal board 
and will immediately notify tho Chief, Porsonnol Division, of such 
selection# The two members named will agree on and appoint, a third 
monbor, notifying tho Chief, Porsonnol Division or such coloctian* If 
an agroement cannot bo readied ao to the selection of tho third member, 
tho Chief, Porsonnol Division, who automatically aorvds as chairman of 
the Advisory Appeal Board, but in a non-voting capacity, will oeloot 
tho third montoor to tho Hoard* Tho Board, therefore, will consist of 
four Umbers, throe of which will liave voting etst us* iforibersMp will 
be restricted to employees of CIO* Tlie Chief, l orsonnol Divieion, 
will maintain absolute impartiality in his sorvioe on the Board* Bis 
responsibilities arc to advise tho Board as to proper procedures and 
regulations, to ooo that proper records aro maintained, and to insure 
expeditious handling of the case* 

The Chairman will oaavone tho Board which will investigate 
tho oaso promptly, review all portinant papers and hoar all persons, 
or receive such evidence as tho Board, by majority veto, do to mine a 
nooessory* All umbers and the employee will bo pro sent when a hearing 
is held, and tho employee will be given ample opportunity to prososit 
his oaso* Ho may bo accompanied or raprosonted by not more than too 
employees of his own oho loo from GIG* The employe# will notify tho 
Chairman of the Board in writing of tho names of such representatives 
prior to tho tine of the hearing* Tho Chairman of the Board will make 
noosssary arrangements for tho complete recording of all proceedings 
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l'or administrative uuu* Upon request, thin report will bo undo 
available to tho employee, A written report, signod by tho three 
noubors, and including u statement of findings and rooomondntloiut, 
will bo suhaittod to tho Assistant Director of tho Offioo, but will 
givo no indication of individual opinions or r eoanmondatiuns, If a 
complete agroemtmt ounnot bo roaohod, n Majority dooision will lx> 
binding, Tho Assistant Director of tho Offioo will rondor n prompt 
decision and till inform tho euployeo of such decision in writing* 

If tho employee in dlmmtinfiod rdth tJtln decision, l;o nay appeal to 
tho Director of Control Intelligence, 

(4) fourth Utttgo «- Dlrootor of Contra! Intolll^noo 

’’ho employee will forward his written appeal to tho 
Dirootor of Contrul Intolllgonoo, following tho oune proooduro as 
outlined in tho third stugo. Tho Ohiof, 1’oruonnol Division, will aot 
in tho same or.paoity an outlined in tlw third stage. Tho Director 
will make a oaroful and impartial review of tho rooorda. If hem rings 
*ro doenod noooaoary, tho employee will bo heard and may hisvo represent- 
ation, The writton decision of the Dirootor will bo final and tho ca te 
will bo oonaidorod closed, Complefco records of tho cnoo in all stages 
will bo maintained in tho ’’oroonnol Delations Sootion, 

u. Conduct of Appeal Boards 

Appeal Boards will conduct Mootings in an informal Manner* 
They will not function as a judicial or trial body* Apponl Boards 
'fill bo established for tho purposo of advising and assisting tho 
appropriate* authority in rendering a fair and uhbinood decision based 
upon information and faots, and to advise the proper authority of find* 
ings mid ro caranondationa , Tho onployeo nnd witnosoos may be subject to 
questioning. liowevor, "oroca-oxominfttiona" and technical “objection" 
to tostinony by Board Members will not ho toloratod* All proceedings 
rolativo to tho Griovanoo 1'rooudurc will bo carried out on official 
Government time and during tho ndrmol work day* Sohodulod tine off 
will not bo granted tho employee or his follow-workers to propare his 

OGSO* 


f* Tit* Limitations 


Dooisionn at tho first stage will bo roaohod within throe 
marking days; nt tho sooond stage in not noro than six working dnynj 
at tho third and fourth stapes ih not noro than ton days each. If 
for any ronaon tho decision in delayed, tho omployoo will be notified 
in writing of tho delay, roaoons for the delay, and tho dooioion date* 
An omployoo will bo allowed ton working days to appoal the decision 
rendered at tJw first, sooond and third stages. An appeal of separa- 
tion or removal will bo made within fivo working days from tho tins of 
tho employee's roooipt of the official notice of the notion, 

g* Bxponso and Travel 

Travel or any other expenses whioh the omployoo, his 
representative or witnesses, ni£it incur in oomsotlon with attendanoa 
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-voirim* nr>7im 

Xffieione y rating aro required by 1m and the urvifona ciTioioncy 
rating nyobora pronulipitod by tho Civil Service Cax&snion, and fallowed 
by CIO, in on endeavor to curry out tho Intent and spirit of th<* .’Lew. 

X* nomral 

u« Tho lav/ requires that ofllctoncy rati ngs bo taken into 
account in ease of prauatioxui, within grudo salary increases, 
demotions, ditmdaoala for inefficiency, and in detormini/ig the auplay^ji 
to be retained whan a program of reduction in force is involved. 

b« Article frees tho lethal aspect of ofJ’icioncy rating there uro 
cKpudly ijrnportant reasons for periodically rating the work performance 
of employees. For example, efficiency rati ngs afford a moans of 
educating supervisors in the necessity of observing the work of their 
mplayow and establishing fair and equitable standard of performance. 
Moreover, they provide supervisors with an opportunity of taking 
periodic invent cries of the work performance of their employees and 
making objective evaluation# therof. Efficiency ratings are m aid in 
developing the ezaployeo in his position by miking liira foliar with 
the standards of work required in a position, and by informing him of 
how ho measures up to those standards. 

2. Typos of rff acioncy Ra tinge 

»« Off xoi nl hatin^s 

Official ratings will bu thow ratings which tiro required 
under the efficiency rating system end will bo made on standard Fom 
No. 5*1 "Report of /fflcionty Rating^ There are three types of 
efficiency ratings* hogulur, Probati civil and special* 

(1) hogular Ratings 

Regular ratings will be pfrajxirod as of ISarch 31 of 
each year for employees who have completed their trial period and who 
have worked in the agency at lexiot ninety (90) calendar days in the 
grade of the position held on MSurch 21$ 1 9«7# 

(2) Probations! Ratings 

Official probations! ratings will be mdo ptfim&iily 
to assist in determining whether employe-os who serve in probational 
periods should be retained or separ ated because of failure to qualify 
as part of the examination process* They vd.ll bo made sixty (60) days 
prior to the end of such periods. 
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P ) ipcc-lal itctbiiy^o 

Special Katin^n v&ll bo yrauarod whenever It boeaxioc 
m>cos sary to effect an official action auch us vrhon an employe bbcomoe 
ellgibla for a vrlthin (prude salary ijicroauo and the av&oyov; concerned 
;uus no current efficiency rating on file# 

b# Una£ ■ laol iiatinffli 

Unofficial ratings will bo pr^j parvd only as a basis for 
considomt i on for later official ratluga# They uay bo nado when ratings 
arc desired wore frequently than onoo k your for a^alniotrattve purposes# 
r;uch xvddnga do not constitute a part of tho employee* a o A’iciul record 
and Tdll be retained and used solely* by the officials or the Office ar 
b'taff r, action preparing tho rating# An cwplcyoo way not toeorcioo tho 
right of a.y’.Hfc'ii from such ratings* 

3 • Ratings and Reports 

a* Hating QlTicial>s : o spon&l biLltios 

Official ratings ciuot reflect fairness md justice result- 
ing from- careful deliberation and sound judgment# ^Jvsiuatiano wu»t bo 
based only on the actual 'work perfomanco of the s/mployno over tlio 
entire rating; period and not on any other consider atlono# bach i lament 
dicing on standard Form No# £L should reflect on honest evaluation of 
an »:wpleyec*s porfornumco of his asslgnr/d duties# 

b# :-:c.viowin^ OllxciaDs Hegpoiaslbilitlcs 

; :.'fieioncy ratings should lw conscientiously rcrvicvTod and/ 
or revised before wuhmittul to tha fficlancy gating Caasittcc xar 
iinul review and approval# . inch rating should be ejcaminod by grade and 
class to insure proper uniform oppHicatiom of otondardo.# In canon of 
disagreement reviewing official should confer vrith the rating 
official before making fciy changes in the elortant ioarkiags or the 
adjective ratings# ’ there agreements can not be* reached the revieuiiig 
official will niika tho nccoa&ary changes in red ink vfithout crossing 
outj defacing or erasing the marks of the rating official. 

c. fflficionqy luting carnal ties 

The Efficiency Hating Coiraittoo vrfJLl act in a staff 
capacity for the Director of GIG aoid will bo responsible for tho aduda- 
istra:tion of official ratings# In this connection it will perform the 
following functions! 



■P'. r^ j T j ,, , 
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(1) Tho ccm&tUta will review ouch rutin; Form No* 51 to 
ascertain thut tho ruling olcoaimto arc prop rly selected and that tho 
ratify; Is tho laical r<nmlt of tho clone at markings * 

(2) The Ccnmittoc? will ytucty* tho ratings to ascertain 

that rating atarictartfs and performance requiroiioata arc uniform insofar 
aa practical* The 'Till <>o m'ur with rating and rwievdng 

officials when it in fait tiiat individual or groups of rating iuivo not 
boon properly uroparcci# :*horo nr/Uminc; officials fail to make juati- 
fiablo judgments in ratings it tdwll bo within th< authority of the 
Uceisaittoc to adjust tho ratings accordiii^ly* 

( 3 ) Tho coaraitteo will ausist tho ratine; and rov lowing 

of it cii*lo wh onevc;r jjosoibl© unci it® ronparwdillity will extend through- 
out all offices whose employ jcs arc carried on the cif) payroll# 

It# Report to and Inspection of Ratings by jdrnp loy^oa 

Notice of regular* probationer, and wpocial ratings* will bo imdo 
on standard Form No* 63 and a copy delivered to the Qisiployou * Under 
Civil service 7{ cr^pilatlons employees my inspect their reports of effi- 
ciency rating and will bo so advised at the time tl wy or# inform*! of 
thedr ratings# ftmploycGs arc permitted alec to inspect tho final 
ratlins (but not the rating form no# 51) far all unplqyecs in CIO# 

5® Appeal Froecdur® 


The Control Intelligence Croup lm» a legally constituted Board 
of Review which piwm on appeal* from efficiency rating# Ithough an 
mployao who i« dissatisfied with his efficiency rating nay trike his 
appeal directly to tho Board of Review* Iio should bo encouraged to 
follow* administrative procedures in endeavoring to effect a change? in 
his rating# In this connection appeals to tlio ratine and rcnriwdng 
officials arid to the fficioricy Rating Committee shall constitute uco 
of administrative channels# 

a# Appeals to Rating and Revicwins Ofji^irQs 

The employee will first Ulceus# his gi*ievuncos with his 
rating and ravicwixig official who may if* the circumstances justify 
omond the report of efficiency rating by infonaing tbs rfficiency 
Rating Committee in writing of my dosrirea changes# Tho :fiici ency 
Rating Committee will review tho changes roeommmuiecl one 1* if satisfac- 
tory* will issue an aiaenctod Notice of Gfficiency gating. 

b* Appeals to Efficiency Hating coaalttw 

although tho employee will not be required to discuss hin 
grievances with his rating and reviewing official he should do so before 
taking the appeal to the Efficiency Rating cemraittae# In any went 
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appr^ils to the CanmittoG must bo made within ton (10) Unyc fr m 
receipt of Notice of fifficioncy Rating* An employee must submit a 
wit ton appeal to the Hfflcioncy hating Camrdttoe sotting forth the 
reasons for appeal and whothar or not lie wishes to appear in p croon 
before the cornkittee for m oral housing* Tlio i’ilcioncy Hating 
Ccmalttoo will obtain all nocoaoaiy information and review all facto 
relating to the oaplcyeo*8 efficiency and notify the employe o of ito 
decision within thirty (30) c Uxyn of receipt of appeal. If a rating or 
reviewing official* during the course of the comltico*o deliberation* 
closirea to initiate a change in the appellants rating ho will be 
poraittud to do tio* 

c. AppoaXo to Hoard of Revie w 

although the mployeo in not required to app ual to tiro 
f Clcioncy ; bating Carnal tto ho ehould bo one inured to olo oo bafore 
taldLn; an appeal to tho fionrti of Kevlar. In ary event,* appeals mot 
bo undo in valting rdthin ninety (?0) uayo of the date the notice of 
tho rating me delivered to the employee* The efficiency rating tech- 
nician in tho personnel Relations section trill advice owp’loyoao of tho 
procedure to be fallowed in taking Appeals to the Hoard of Review. 

This infomatdon will bo given to tho mxplaymr* with their notice of 
official efficiency ratinga or upon tliolr ro^uost. 
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b# dalaiy lucroago and i ramotlan 

The fjalary Advanca'uoxtt Act (automatic within grado increases 
under iiiblic law Ho. 200, as abided) provides for auctions! vo calory 
advancements based on several factors ono of which Is efficiency rating* # 
Ratings of "Good" or better permit pma i periodic salaxy advancement 
by oucooaoivc stops up to and JLncludizig tho top rat© of the grade# 

Ratings of "fair* do not permit calory advancement within tho grade# 

In accordance with administrative policy employees whoso efficiency 
ratings arc "Fair" will not receive promotions unloso tho promotions 
involve# raussigninanto to other lines of work for which the employees 
are marc qualified# 


*"?. WhOT M ^XF>'K 


1# General 


Tho purpose of tho unployoo c curia tiling program in GlG is to 
improve noralo and efficiency by maintaining close contact between tho 
personnel staff, operating officials, employees, «mi supervisors # 

It will bo the policy of CIO to rccogniftc an oiploye^ty desire 
to talk over curtain probleiao with soaeono other than Ms taicuiuto 
supervisor end thc ^opun door 11 principle will be in effect) a counsellor, 
who C44i bo approached easily and on an infernal ;aid £vi cndly basis, v&U 
be available at a H tines# ’.very effort will bo undo to facilitate tho 
adjustment of the individual by holjxLng Mn to widerotand hie enm 
difficulties on or off the job and to solve then by himself# The 
employee welfare program will provide needed information concerning 
InterpretiiLon of policies, programs, and regulations, and employees 
idll bo assisted in ouch matters as housing, transportation, medical 
care (Group Hospitalisation) and financial problems# 

Group instructions will be given to all tvm employe 1 os # How- 
over, additional explanation and interpretation of particular items 
ore often necessary# Therefore a personal interview will bo conductod 
with wrvry nm eqplqyee to insure that questions do not go imanowerod# 

2# Pro-;ad.t Interview 

a# Tho purpose of tho pro-axit interview will bo to determine 
the facts niurreunding the resignation of an employee in advance of tho 
actual separation# In ©any instances a decision on the iXtrt of an 
employee to resign is the result of a M sunder standing or a lack of 
information regarding regulations, procedures and ads&niotrativo 
policies# In a situation of this tyjxj an employe may have as el stance 
from Ids superiors or an employ e counsellor in making a final detor— 
minaticai# A pro-exit interview will provide tho employee with an 
opportunity to state his reasons for resignation or tc discuss any 
problems which rauy h&vu influenced hie decision# 
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b# ‘Tho of Rico or staff Aeciiun vdll procure Form 37-3 two 
v/Ovko in cjdvancc of Uto anployuoits so, simian* Tho reason far rcsig- 
nuti on, the reaction ox' the inwadiuUi oup^ nr.it, or unA oth.r ivaponsible 
officials to such notion vdll be rally outlined iuluct "Awiurksbj) on 
i’ann 37-3 which vail l>o fartrardod through It'ansactloxui and Accords 
Auction to the Porn canal Relations Section# flic ejnploy^e concerned 
vdll bo scheduled f or u pra-oxit Interview a nd the 4 oroauriol Relations 
section villi proceed in tine follwinn,; manner t 

(1) .ill facts concerning the reasons Tor separation will 
bo obtained and 11 it appears that tin undesirable employee rol&tionc 
situation oriels tho case vdll bo investigated and ruca^ondatlono for 
corrective moa s tiros vrill bo nadc # Auch action may result in tl&f 
retention of a deniable employee# 

(2) If the employee resigns, iavutigononts will be iado 
for the employee t a porcormal folder to bw fen-rardod to tho Security 
Division fan* clays prior to the date of acf^rntion, Tho folder vdll bo 
returned to fchn Transaction and Records section two days prior to tho 
date: of separation# 

J# Xlt-Interviovr and Final Clcaraiye 



All 09 aployoon leaving CIO will bo (£ven an odt-iuterviiw by 
the i’onionnel Relations Section oven though a ;>ro-csdLt inbarvlcJir has 
been conducted# This interview* rail bo given on tte last working day 
or cos near Uicr.;to as practical, Tlio wiployoo vdll bo given on 
opportunity to state hie reaction ;md eoepress ilia fooling; toward tho 
feoruy, his sutler and his position# questions coaesrains Ms civil 
sorvico a tat us, future enplcymant or any other questions of a personal 
nature will be answered# "Tho final clearance shewb will be Initiated 
in the Personnel Relations section oinultanooiisly with the conduct of 
tho uxit-lnUoTviOT# 

k* Recording Interview® 


pom 37-13, Personnel Relations Interview Record, vrill be 
prepared and ityv intoinod 1 or each interview to provide a private 

and infernal record of the mplayooiss problem or interview# Costings 
v/ill bo made cmccrning tho nature of tho cituation and action taken 
by the counsellor or any other person to wheel the case has bean 
referred# 

5# Bulletin Boards 

a# Bulletin pso&rds located in all buildings in dG vdll 
servo as an additional media for Ixlnglng infomatlon of general 
interest to tho attention of employees # Inf oration will not bo 
placed on tho JMLletin boards unless it has the approval of tho 
Personnel Relations Section* Information will be placed on boards by 
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tttiplqyero who Marvo m ro}xroamtatlvos of the? iornonnol eolations 
Auction arid who have the responsibility i'or mintainunce of such 
boards in a exam mt and orderly runnor. iJaployotia of C J Cl ore 
cm our aged to subset information which t hry foul will l*< bouoficiol 
to all personnel to their rcproscaUU vus # aupunrUora, arMaUtralivo 
officials and tho iormmol hol-iliono ; cctlon for proper approval and 
porting • 

b# JTolletiu board# in (;;.G vdll cany civil o or vice 
armouncanontrj 9 state cociwty notdco» # ^incancci.wnta ooncun&ng plnyDj 
lectures and other cultural activities aa well as courses of otudy and 
notices of recreational and social activities epera cored by rccarninod 
out wide coxrunlty organisations# 


e « Periodic surveys to dotamino tho adequacy* neatness 
and a^peorfinco of ejl bulletin ho rde vdll. bo ;,ade regularly# 

■5# fAiviX r ; trrd.ee Annouxacarionto 

a. In view of tho fact that a Largo nuator of (JIG employee# 
ore at this tiara vitcGHy interested in securing cofjpotitivo civil 
y?orvico status the personnel Jialrtivac Gccticn vdll ccrtablieh Moans 
of itiforninn errplcy^sn of oppartwiiion for acquiring cCKipotdtlve 
ybutun and render advice in ccmoctien therewith# 

b# The Civil Service Cannijsaiai suprAlcs tone Poraonncl 
Division with a specified number of .ojacalnatlon armouiiccw rjta, Tho 
toadiiig of each mvio\uico:.yjnt including position title* grade* salary* 
opordng and cluing xUw;#* are placed on all bulletin boards. Gav«pl*:ta 
information ecncornirv: cadi o::ard nation will bo ;vxde cvailahlc by 
sdalnistratiYe officers of offices and ::UaT Sections, and employee# 
arc encouraged to contact such officioln for specific dut&ilo# 

Itoployees desiring to take oxaiaination will complete Application Curtin 
and bora 57 $ together with other material pertiruait to the exmainution 
and vrlll transmit such information to tho Personnel Relatione Section 
far fanrurdbi'j to civil Service c<rurd#aion on or before tlie closing 
date of such wemLnatioa* or they nay snbc&t the above; direct to tho 
Ooesnission if they so desire# 

7# Group } topi t elleati on 


All csnul agrom arc eligible to make application for membership 
in Group Hospital!^ lion, Inc# One group opening will bo hold in 
December of each year at which time c&plqyee may enroll# Umr 
enploycoo stfiy mrcfll at any tine during the first sixty (60) days of 
their oj^xlc^nqnti and veterans f may enroll at any tine within six (6) 
months after their dlschazs*# ^ploycao scheduled far overseas 
assignramitfj mtr t make premium at lease one year in advance, payment# 
of regular subscribers must be made to tho Group 'Droamiror tho first 
pay dry o£ each month or on tho tliroe follorrdng wrldng doyc# Tho 
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cost for it Ho.! , iubscri.b'U* Contract (for self only} la oixty-*fi.v« cents 
j*cr month) for a no, 2 ihitocrltor - Spauiie contract (for qolf 
tavX epouao) Sl.50 par Ktonthj Car a Ho. 3 fubacritor - Family Contract 
(for sou: and motor# of family) 01.72 P'-r month, Jfonpltal caro up to 
twonty-orvo day 3 JLn any contract year isi provided, and there arc r.vwy 
other litoral tonofitu. Additional information recording tto plan nay 
bn secured It'orn the Pcircoonol ilolnt • one Auction. 

^ • *?i2^GS 

The haaeLne situation for CIO employees • ir. vqshinqton rcnvdns 
critical, ail atsploywa who tovr knowledge of ( resent or future 
vaeonolou should notify the Porroonol Holations section* hany request# 
arc made for room* apartments and houses and the iwaonnel Division 
v/m whonovor possible old oaployora in finding adequate houalne* 

9 • Canijxd^B 

It win to tho policy of CIO to sponsor campaigns and drives 
for ouch charitable cargonltotiona tut tho Awortcun. nod Crons, ^oarwnity 
Cheat, infantile rwalyai# Foundation and, other worthy causes which 
iiaH the approval of the Director of Control Intelligence . A chairman 
"for each drive w ill be appointed by the ; tractor, a vice chairman will 
bo appoints by the Assistant Director of each Cj.G Oiiico, end each 
vice ctoimin vdJJL oolect a sufficient number of key non to conduct tto 
program. 

HM 'lUTAiyf fai o:sr-i 


1, :rocuramcnt 

a, Tho 'var Department will establish quotas of military 
personnel available for uosignmt to CIS* 

b, She Personnel Division will infora the y/ar Department of 
qualifications and requirement s of military personnel to fill auttoriswd 
vacancies. 

c, AopUc.tiona of qualified individuals noainutto by tiro 
TCar iidpartacnb will bo referred by the r 0 rsonnol Division to the appro- 
priate Office or ptaff Section on Farm 37-9* Referral Sheet* 

2* naalgreaairb 

u* Upon selection of tlse proposed candi<iato, tho Personnel 
Division will request assignment of the individual froa tho v&u? 
Department. 


b. Tho Office or staff section desiring the services of the 
individual will sutalt Form 37-3# Personnel Action bequest, in tho sane 
manner as for civilian appointments in CIO. 

\\\& 
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o# >rJLLttary personnel will bo subject to tho security 
rt-Hiuira^onto as civilian employees of <;IG* 

d. Ho civilian appointments will bo node to positions vrtiilo 
ouch positions aro occupied by military personnel. 

3* Admlnlatration 

a. All Military par«omiaL aeadgrwd to CIO will t)0 trains- 
lerrod to Headquarters and Houdqum^urs botachiacitt far mlnilnl rrbrativa 
purposes* 

b. itaadquartaro and HoadqmHariif A vrill lx) responsible far tho 
isnlntonanc© of all recoil in, ropurts, discipline, tc./ c£ all army 
personnel In aoccvdinco with tho apv>li cable vsty Uopwlationo. 

c. Requests far leave far military ponrormol should bo 
approved 1 by their section head (prolxihly a civilian) and th«a forwarded 
to HoarlqaaKcrn and Headquarters jjaUctownit for laccdtUon# 

iu 'j^VTOlfcr 

a* bhon tho services of military porno. nol arc no longer 
nocoanoiy, Headquarters and Dotocteont will report" thorn 

to tho viar J>.;ourtr.imit us surplus and vdll request farther aisaigniaont 
for thorn* Upon meal, pt of ouch asnigraont, t.hoy will oa relieved fro© 
duty at Hoatiqufartern arid Hewidquartero ifttactaK&xt, mo, and will report 
to their now station a e ordered* 

b* Inquiries concerning any details regarding tho actainistru- 
tion of railitary jiorsomsl should bo directed to Ila&dq utters and 
Iieackimirters Hetacliracnt* 


Approved For Release 2001/09/06 : CIA-RDP81-00728R000100010001-2 



25X1 A 


Approved For Release 2001/09/06 : CIA-RDP81-00728R000100010001-2 

cio ok a:/.uui strati y a mwxrrvz 


25X1 A 


v\y-Mvn 


25X1A 


25X1A 
25X1 A 


n::OAh 


1, rurpoao 


Tho purpose of this Instruction i« to ostublisU uni Torn stand- 
ards governing t? e method of preparation of all oomiopoudouoct and 
official papers prepared in the central Intelligence Croup* 

2* soourlty rreonutiono 


Certain doounoxite received by and prepared in the Central 
Intelligence Group rauat bo specially a afo guarded to prevent their 
falling into the hands of unauthorized persons* Correspondence and of- 
ficial papers containing such information arc rof erred to ac "classi- 
fied" documents. The types or decrees of classification, in their 
order from the highest to the lowest* tiro untitled no follows * 


TOP IWClhX 
SKCHRT 

(P'iilrfOJJMTTAh 

»Ks?3irra?ii 


Everyone ooncommt with classified documents must bo tUoroutjhty 
familiar with those tamo and the basic requirements for the preparation* 
handling, and disposition of each typo In aooordnnoo with the procedure 
outlinad in CIO ffoourity Regulations (<JTG Administrative Instruction; 


nmmAPAic style 


The following general rules applicable to typographic style ahull 
prevail for letters* memoranda and official papers of CIO. For wore 
complete and detailed rules* the IJ. S* Government Printing Office Stylo 
Manual should be used as a reference. 

1* Capitalisation 

The fundamental principle underlying rules for capitalization 
In the English language is that proper nouns and proper adjectives are 
capitalised. The accepted authority in individual cases will be the 
U. S* Govenuaent Printing Office Style Manual (pages 15 to 46) und 
Webster* s Mew International Dictionary. 
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2. HpglUn g 

To avoid the confusion and uncertainty of tho various author- 
ities on spoiling, Webstor's Wow International Dictionary mid tho U. (5, 
Government Printing Offioe ntylo annual (pages 47 to 50) will bo need 
as final authority. For geographic rmmaa, it is advisable to uno the 
United states Postal Guide for those in the United S tut or and ito 
possessions aud the I n tomational Postal Guido for the spoiling of 
forol^i geographic nones. 

3. compound TTordo 


Webster's Uovr International Dictionary and the IJ. ;i. Covemmmt 
Printing Office Stylo Manual (pago« 57 to 92) will bo us«d as final 
authority. 

4. abbreviations 


The nature of a document govorna tho oxtent to which abbrevia- 
tions nay bo used. In tho text of toolmlcal documents and in parontheses, 
footnotes » sidonoteu, tables and bibliographies many words are commonly 
abbreviated. H<jwever, in ordinary text of correspondence and official 
papers, abbreviations are to bo avoided, except where necessary to avoid 
distracting the mind of tho reader by a repetition of long, cumbersome 
words, titles or phrases, but generally the first time a tern in mentioned 
in tho text, it should bo written out in full. 

Tho aooopted forms of abbreviations are those listed in h'abotor* a 
Wow International Dictionary and ??• g» Govonimont r, j*inting office dtyle 
ranual (pages 9.3 to 101), 

5. Humoral s 


Arabic numerals will be used in preference to Roeum mmniiti in 
numboring paragraphs, pages of correspondence, and official papers. 

In writing numerals the rules and standards prescribed in tho 
IT. S. Government * rioting Offico style Hanual (pages 103 to 106) will be 
followed* 

6, code Names 


Code names appearing in papern will te written in aU, CAPS and 
without quotation narks in the body of the text. 7?horo a code name is 
used in an ALL CAP heading, the code name will also be written in ALL 
CAPS and will be enclosed in quotation narks. 

Where the oode name la used with the word "operation” oi ther 
before or after it, the word '•operation” will not be oapitaliaed. 
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7. FunotUfttion 


The general principles governing the u»o of punctuation arc 

(1) tlw.it if it does riot clarify tho text it; should bo omitted, ami 

(2) that In tho ohoice nnd plcoing of punctuation marl: a tho uolo a in 
should bo to bring out jaoro clearly tho writer* a thought. 

Xu individual onfioct Webster* o Mow International Dio titulary urul 
tho U. 8. Crovomnont Printing <Vfico :Hyl° Annual t pages 101 to 1X0) 
will bo used no standard reference ami accepted authority. 

0. Tubular V/oric 

T^o object of a table ie to present in a oonoioo and orderly 
nmnnor Information that could not bo pro con tod fir. clearly in any other 
way. Tho otylo given for text in other flections of this manual applies 
also to tables, unless deviation tho ref run is nude neoefifiary by tho fern 
or purpose o * tho tab loo. Spool nl features of tubular conpoci tion arc 
sot -forth In tr. Oovemment Pointing Office f’tyl* Manual fpriiyui 111 to 

i **? s 

J. i- it i * 


9, Division of Word* 


In dividing a word botwuen two linos of tho text, the syllabic 
division given in Webster* u Now International Dictionary oiioulci bo 
followed. 

10. Undo rs poring 


Under ooo ring any bo unoU be oaphanlso or call attention to 
words which arc to be differentiated fron otnor r,oxt. 

13 . Hough Drafts 


Hough drafts should bo double spaced unless otherwise spool fleet. 
Tho words "Hough Draft"; tho capitalized initials of tho dictator; 
followed by the initials of tho typist in small lotto raj mul the date 
of propnrati on should bo typod in tho upper right hand oornor of tho 
first pege. 

12. copying 

The word "Copy" should bo written at the top center of the 
first page of any manuscript that la ojpied. 

"Sion a lottorhoncl is copied the eddross should always bo in- 
cluded. 


To show that tho original is signed, "/a/* should bo written 
before a signature when it la being copied. 

Any initials should always be copied. 
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If part of the to)'. 1 ; in uppuruntly unintentionally omitted in 
tho original# a abort line »);o\al d bo wado beneath a sipum? to denote lUit* 
oral talon in tha copy. If a letter or figure is obviously vrroni; # it lino 
should bo made beneath it* An ontiro word should not bo underlined but 
u question stark in parentheses should bu pltwod after it; m d t ho quontlon 
nark underlined. 

Punctuation should be copied exactly un it ia written unless 
there la an obvious typographical error. 

An Intentional omiaalon \n* Manorial should bo Indian tod by 
threo periods followed by nonanl punctuation# ©.£*# four periods J.f at 
end of sentence# 


25X1 A 
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l. stylo 


Official cor rti«i pan donee prepared within tho Central Intelligence 
Group# although varying In detail# will follow one of two fundamental 
types* i.o. , Honor ojidura or hotter. 

a. M emo rmnd a 

Memorandum form is used for all corroopondaiico oev,wu«n 
organisational units mid field installations of tho GICJl to tho r resident 
of the United states and jaenbo ra o V tho nxeoutive rffioo of tho President* 
find to the government departments # or of fie i air. thereof# that are caw- 
pononts of tho NT A# i.c.# !7ar, Ilavy and .Gtate itopartcionts. Tho general 
stylo of memo ran da is illustrated in exhibit Non. 2 and S. 

b* Letters 


Letter fom is uood for correspondence fron officials of 
t’nc CHJ to private persons ami organisations# members of congress and 
to officials of government rtonartwontn and oatublio) mats other then: 
those emmokatod above. rjoo : ;xhibit Mo. 1 for an illuotration thereof. 
He tailed instructions governing the preparation of the two tyi>©a of 
correspondence described above are set forth below. 

2. Paper 

Correspondence is written on G x 10^ CIO letterhead except 

that* 

a. Standard Fora Ho. 64 "Office Memorandum" is used for 
aeno rmnda between official a within CIO in Washington. 

b. TShere aeourlty or other conaidt. ..jiona are suoh that 
CIO letterhead or "Office UeAnrandua" oannot be used, 
plain bond 8 x 10& paper in ueed. 
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3, ^nvolo£Q£ 

CTO inter-offloti chain onvolopoa r.ro used ( ’o r 
oo rronporidonoe boturoon CTO offices in T'ltohlugton. 

f'TO frankod onvolopav aro used for routlno corronpun donee to 
private portion® and organisations in the Whited states vt:*»ro no special 
nocurity uouside ration® are involved, 

whim special security nortoi deration® are iuvolium, plain 
on vet open are uood. 

Two onvolopoa arc unod whenever forwarding COTf ?*T f*l*Ur7T Al Jp , JIOT'ST# 
or TOP 3KCKKT material outside CTO. Tpo inner envelope shell l>o atanpod 
with the classification of the docunout enclosed. T\a outer envelope in 
properly adclre&sed without any notation ao to tho classification of its 
contents, (goo CJonturiicatl arts, Adnil strati vo Ip struct ion for 

oomploto rani ling instruction.’! 

T2*o nddroaa on envelopes should be in bloc’: fo m tuiJ should 
correspond to tho inn Ido address* The physical position should t>o os 
follows j 


To begin about l/3 the length -Cron the loft edge and about 
l/ti tho depth from tho top edge. 

T f an attention lino io used in tho ooruturii ratio::, it should 
also bfs used on thf? envoi ono profs rabiy bntuvon t-io nano and thu otr«ot 
add rose. 

4- Hunibor of Copies 


Tho aininun rmabor of copies roqulrod for correopondonco going 
out of the cry are* 


1 original for dispatch 

1 copy for Centra! Heoordc 

1 oopy for fllnp of originating office. 

vfhore tho 1 otter or nano ran dum is prepared for signature of an 
offioor outside the originating offioo two additional copies should be 
prepared as ibllowo t 

1 for files of signing official 

1 for return to originating cfflco with indication 

of date and signature. 

Additional copies for infornatlon or courtesy purposes may be 
prepared as required. 
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for laimomifiit botwoen officials v/5, thia the CIO , nu copies iirw 
za*d* for Cnwvml Records* unions they contain matter of non side ruble 
liabortimoe ^x'om h policy nr historical viewpoint* 

0* r ■grains 


important thin g u> rmitKaber i» that the nemo rarulun or 
letter must look troll cm the pngo end that tuo ri gh t-tmud margin must 
ho ucmt mid oven and at looat orio inch. loft margin should bo at 

l&atat one and mrm-^uarter inches mid the bet ton margin at ionnh one 
inoh • 


64 i>ato 

The form for da to is day , month* /oar, an - 8 January lh4f># 
l7j n itmtdftro t*t>m vomoreiidum* the dote in placed opposite the M dHto w 
lino. 


In ot.her no no ran da, the Onto Is plnomi about one Inch from 
top of the paper and set u<t that the last digit falln flush with 
the right margin* 


In u. letter* the date in similarly pinned, i.n, , about two 
four ap«oou below the letterhead, the last digit of the your falling 
at the ri&ht margin* 

In casus where the uorrenp«wu)ancti iu oiguod by other vhnn t * ; o 
o 3*i g * n util ?.*• g c*i Cico r * t* m dfttti 2.11 loft bltwik arm it* inint r tc»d by the 
signing official. 

7* Address or Heading 

In zTioaortuada, the words '"To**’ ” I^'ror.f auui “Subject" appear at 
the head of lib® memorandum flush with the left aar&in run U nojmrntoci 
frosi osoh other by a double nptioe. The appropriate information sliculd 
bo fillod in opposite each heading* The designations followin'; both 
tho "To" and *Froia n headings nro by title* and who*'- the ncnprnndun io 
addressed to an official outside the CTO* the nmna of tho agency should 
bo added. 


The ,B i3ubjoet n should be stntod as couoi«ely hb possible. fi.ts 
first letters of all word® in the subject, except articles, conjunctions 
and prepositions* are ocpi tali rod. 

For instructions relating to memoranda written on blank or 
lotterhbad paper* see Exhibit Ho. 5. 

In letters* the addross is sst up in block fora and placed 
throe spaoes below the date flush with the left margin. A double apnea 
separates the address from the salutation* 
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?ho j'om of the address should generally ho an follower 

Inti lino - Nano o; addressee ( pruceded or follow**! by titWi. 
Jlml lino - Street addrooe 
ilrd lino - <Mty nriti ituto 

tfo punctuation in planed at the on do ox’ ti*© linos n f the 
address unless abbreviations tiro ^«od. 

If an attention linos in nsod in n lottur. it should ho centered 
on tnn page bo two tin tno a«i drears aruf the salutation , impure* t .hi from on oh 
of those Ue-u by n double rn uoo* 

dot? 'txhibi fc fo* 1 for -tr^p of nddr*»«fl. rtnlutati ot» nin; oonpli** 
non nary close* 

•fc'Vboru v. loTife'; title follows n nan© it 'in pin cod on the second lino and 
the ytroot nedrona. city iwd citato, on ti n 3rd erttj 4th lin-wu 

k\ • Salutation 

Ho salutation appears on riororonba. 

In letters. ti’.o emluttttion i« placed to begin flush with thg 
loft ntvrgixi. two spaces below the nodroau. ami two spaces) above t» o tort, 
riot) "ch.lbit Ho. 10 itir fomo of salutation • 

d. porn o of Addr onn. Salutation mu; Comp- Imeunary Close 

In "formal" corroapondtmco the forms ©** address. aalutirbiou 
and corjr. linontc. ry cloeo ao illustrated in inhibit Ho. 10 will ho used. 

Informal 

In 14 in formal” correspondence the forma of adarwRUi imlutntion 
and eonplinantary clone are largely rx natter of personal preference and 
good taste and there la no absolute or fixed forn which mwn be cite*? ao 
being corroct in all instances. 

The informal style of address is similar to the fbnatil excopt 
that honorary titloB are a one tines tlroppo d , or tbo nano of tho Individual 
is used instead of. or in addition to. his title. 

Sons of the most common typos of informal salutations arn ar, 
follows i "near Kr. J>oe," "boar vr. incrotary," "try iW*F rr. Doe.’* 

’’Dear Gene ml smith . 11 etc. 
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"Very truly yours,* %u the correct complimentary close Tor 
either fonaal or informal letters. !fow®vor, Vy olnoor«ly yourw^ or 
"f; inac roly" may bo used nn n uo re intimate fora, **fte spec t fully** or 
"Uespootfully your#** la ueod In writing to tho President of the ijnited 
•itnton, 

10, Spacing 


Oorrenpondenoo I a gone rally single spaced except In vary abort, 
communications which nny bo double apaomh Paragraphs ura separated by 
a doublo apace, except that whan tho toxt lit doublo spaced, tho para-* 
graphs are separated by triple upneoa. 

Memoranda to the President and sfficialo of the Kxooutive 
Off loo of tho * resident arc doublo opacml. 

Periods are followed by a doublo wpace said other punctuation 
en>oh uh owaan, oeinicolon, ate., by a single space. 

1 1 . Paragraph Indentation b 


In memoranda, paragraphs aro numbered (with tho exception of 
memoranda to tho Prosidont of tho Uhl tod states) and uniformly lad on tod 
five spaces. Sub-paragraphs aro indented by placing the symbol under 
the first word of the text of tho main paragraph, and bringing tho margin 
out to align with tho number of tho wain paragraph. Succeeding aub- 
paragraphj follow tho same procedure. The aoqxionoo of symbols of nunbor- 
5.ng is Arable, alphabetical, Arabic in parenthenes, alphabetical in 
parentheses, Arabic underlined, etc. 

Example 


1 . 


a. 


(u 


<»> 

Quotations and oxtraots consisting of one or more paragraphs 
will bo indented the some as the preceding paragraph but Trill maintain 
on even margin for the entire quotation. 

In letters, paragraphing Is the same as in memoranda, except 
that the main paragraphs are not number od. 
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12. fiooond and succeeding Pngon 


The second find nuncueding pages are prepared on plain bond paper 
and conform to tho first pago Insofar a« margins and parugrnphn nr« omi- 
nurtiod. 


Tho top margin in l4 v inchou. 

The number of t;ho page in centered 5/4 inchou ( about 4 spaces) 
from tho top of tio page and about, £ inch above fcho text. 

The lent page should contain a t lonct two lines of tho body nf 
tno letter. 

15. Ooinpllmonttiry clone 


In utwnorcindci there is no complimentary close. 

In lottery tho complimentary close in usually a simple *‘Vory 
truly yours” except where otherwise required. (300 Exhibit j/o* 1 .) It 
ia soparutod from the body of th« lottor by a double «paco and begins at 
about the center of the page. 

Vi . signature 


In n memorandum tho typed signature is placed about four opacea 
below the text and slightly to the right of tho center of the page. Thu 
nmv in typed in all CAPO and tro title, v/. ic appears boluw the nano, 
in mm 11 letters wit*- initial caps. 

In a lector the si future is airtiilarly placed, except that it 
appears four spaces below the complimentary close. 

lb. ttnolomiros 


A statement of tie nunbor of enclosures is placed at the loft 
margin on tho same lino as the first line of the typed signature and a 
listing of the enclosures should follow, beginning on the next lino and 
indented two spaces. ( Sue exhibit fo. l.> 

16. Accompaniments undor q 0 pnrato Cover 


Material sent under separate cover in enumerated at the end of 
tho communication in the same manner ao enclosures and listed ao *Under 
Separate Cover.” 

The envelope containing the material sent under uoparats cover 
should have a reference to tho letter by date and/or other identifying 
symbol whore security will pormit. 
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17. Identification symbols 


STATS PEC 


Identification symbols usually consist of tho initials of tho 
dictator, that of tho stenographer, and any oodo symbols ao nay bo re- 
quired to Identity tho i ff ioa originating tho correspondence. They 
should ho placed two spaces bo low tho listing of onolosuros on copies 
distributed within CIG only. Tho initials of the dictator ami stenogra- 
pher should always be used. Codo symbol o representing CIO Off Icon nay 
bo used when desired but must bo used when tho correspondence in di rooted 
to tho Di motor. Deputy Dirootor or Executive Director or wlvon tho 
correspondence is for signature by imy of thoso throe officers. (l»oo 
Exhibit No. 1.) 


A list of tho assigned codes followc: 

AC - Advisory Council 

ABU - Assistant Executive Director 

D - Director of Central Intelligence 

DD - Deputy Director 

El) - Executive Director 

PA - Executive for Personnel and Administration 

3 - Seorotory, NIA 

I - Interdepartmental Coordinating and Planning Staff 

030 - Office of 3peoial Operations 

0KK - Office of Ro ports and Estimates 

0CD - Office of Collection and Dissemination 

00 - Office of Operations 

oo/c - Contact Branch, Office of ppo rations 


00/D - Document® Branch, Office of Operations 

18. Distribution of Coploo 


A listing of the distribution of tho copies is the last item on 
a communication. The listing of the copies appears in tho lower left 
hand corner on all copies for distribution within the Agency and a chock 
mark should be placed next to the particular destination on each copy. 

19. Arrangement 


Correspondence when ready for signature is arranged ixb follows: 

a. Tito outgoing correspondence, with all enclosures securely 
fastened together, is on top of the file. Correspondence 
will not be stapled. 

b. Material for distribution is placed underneath the outgoing 
■ate rial about one-half inch to the right; each separate 
destination is indicated by shifting the naterial therefor 
a further half-inch to the right. 
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o. Incoming material or other pertinent material la plnood 
lu the same manner to the lert and a tab or buck slip 
plaood thoroon for the destination of each Item. 

d. If envelopes aro provided, they should be placed flush 
with the outgoing material with the flap on top of the 
material on the loft edge. 

a. A plain white tissue (or Control Sheet for Top Secret 
material) should cover the entire file which should he 
held together with a t:Hp or clips. 



PREPARATION CF TELKORA^ f> AND CABLKS 

1. Form 

Telegrams cvr;d oodod messages will be prepared by tho originating 
offioo on Pom 36-7 "Outgoing classified Message” in on original only, 
which shall be prepared and routed as indicated in paragraph 8 bolow. 

(See also Exhibit Ho* 4.’) 

2. pate 

The date will be inoortod in tho block entitled ’'Date” on pom 
3G-7 by tlie originating offioo at tho time of preparation. 

3. From 

Tho name of tho originating office or Staff Sootion will b© 
inserted on Form 36-7 in tho box marked "From.” 

4. Address 


Tho complete name, title and address or the exact cable or code 
address of the parson to whom tho mas sago ia being sent will be inserted 
in tho box nuu-kod "Transmit 7o: n on Pom 35-7. 

5* Text 

The toxt of tlie mo a sago will begin about two typewriter spaces 
below tho double line on Form 36-7; will be blocked with margins 1$ 
inohes on the loft and one inch on tho right. The message will be in 
ALL CAPS and double spaced. Actual punctuation marks will be used in 
preference to writing out words such as "stop,” "period,” "cornua," etc. 

Q. Signatures 


Form 36-7 will be manually sifficd by the Originating Offioer(s), 
Coordinating Offlcer(s), and/or Authenticating Offloer(s) directly above 
their titles at the bottom of the fora. 
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Telegrams will bt# sunt in plain text only, us no facilities 
oxliit for Bonding classified telegrams over commercial linoa. 

(In dod caoooagtia will bo olaoaifitjd in accordance with tho 
security of their contents and the classification will bo iitanpod on 
Fom 35-7 at tit n top and bottoti in tho boxes provided for that purpose. 

0. Routing 


Aftor the noooasnry coordination and authentication hue boon 
aoourod, th<» noasago will bo routed directly to tho Signal Center, 
C'oianunioationo Diviaion for dlspntoh. 

rbo rigrml Center, after dispatching tho meaaago, will forward 
a confi motion copy of the nominee to officials oonoomod on Korn B6-(l. 

9m Collect Telegrams 

Only plain toxt domestic telegrams «ny bo eont ’’COU^SCT.” To 
indicate that tho telegram is to be sent collect, tho words w ninn*) 
COLLECT 11 T/ill bo typed two spaces above tho signature of tho Originating 
Officer on Form 36-7. h * 

10. Prooedonce 


25X1A 


On coded messages tho appropriate block will bo checked to 
indicate whether the raooongc io to bo sent "Routine," "Priority, 1 ’ 

"Operational Priority," or "Urgent." The prooedwhneo will not bo indicated 
on telegrams. 



PREPARATION OF OFFICIAL PAPERS 
1. Typoc of Official Papors 


a. Certain routine and periodic reports prepared by the CIO 
-or general distribution will take varying forms depending on the 
particular reporting needs. Similarly, internal administrative reports 
and internal dirootivoc of the CTO will take specific forms varying 
according to the purpose of the document. The following instructive 
apply to the types of official papers, as listed below, whioh nro to bo 
romally prooonted to or before ca:maittooc and to offioiala of other 
agencies. 


*i**mtOB consist of the offioial records of proceedings 
Siibit^f 5 f ) the ” A# CI0 ' IAB# ° moi<lX owwltt^a boards, etc. (see 
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(2) Agenda consist of a list of items to bo brought, up for 
dlMouoaAon at mootings of tho HIA, CIO, TAH, official ooiuruittuou, boards 
etc. (So© Exhibit No* 0.) 

(S') Verbatim transc ript s consist of official re ou Tilings of 
conversations at mocTiilgaT (bee iScli XlTit H 0 „ 7. ) 

(4) Hum)) u rod Papers (Soo Exhibit Ho. 0*) 

(51 plrootlvce (See Exhibit Ho* ?• ) 

b* Ti e exhibits mentioned above illustrate the nt/le and format 
to bo followed in preparing each of tho above typos of official papari. 

2. Attachments to Official Pap ere 

A document accompanying an official paper will bo termini an 
"Enclosure*” If there la tioro than one uncle ouro, the tome Hnolonur© 
"A*" Knoloaure TT B," etc., will bo used* Material that is to bo euoloaed 
in on Enclosure i« labeled "Appendix” and, similarly, material enclosed 
in an appendix io titled "Annex," and an enclosure to tin Annex io a 
"Tab*” All references to attachments should appear in the text of tho 
main paper. Attachments will follow the a tune general format as tho 
official paper to which they are attached. 

3. Pinal v reparation 


Tho Secretary, N*I.A. will put into final fom, without changing 
the toxt unless authorised by thu originator, ail papers prepared for 
consideration by the HI A or IaB. 
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Exhibit No, 


CENTRAL INTELLIGENCE GROUP 


1 


2430 i: STREET NW. 

WASHINGTON 25, D. C. 


1 September 1946 


Mr. William W. Williami 
76 York Street 
Richmond, Virginia 

Daar Mr. Williams t 

General or routine lattsrs to private persons# organisations# 
or similar destinations should be written on 0X0 letterhead# 6 x lOj^, 

In an original and minimum of 2 ooples# plus any other eoples required 
in a particular instance. The margins should be set to giro the letter 
a "framed picture 11 appearance# generally lj inches on the left and at 
least 1 Inch on the right and bottom. The text should be single spaoed 
except in very short letters where double spaoing may be used. 

The date Is placed# as shown above# about 4 spaces below the 
letterhead and ending at the right margin. The Inside address appears 
9 spaoes below the date and the salutation 2 spaces below the address. 

Paragraphs are separated by a double space and the first line of 
each paragraph is indented 6 spaces. The complimentary dose appears 
2 spaces below the last line of the letter starting in the center of 
the paper and the typed signature is placed 4 spaoes down) the name is 
shown in all caps and is centered with respect to the complimentary 
dose# as is also the title whioh is indljated in small letters. 

Enclosures# initials# and distribution of oopics follow the form 
shown below. 

Very truly yours# 


Rnolosurcsi 3 JOHN SMITH 

1. a o u oc rx Chief# Personnel Division 

2. xxxxxx 

9 • XXXX3 D C 

(PA* ABC/xy* 

TYPED Ott ( 

COPIES 0HLT - (o.*.i 1 - Mr* 8.1th - fll* 

( 1 - Central Records 

( 1 - Mr. Jonss - file 
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Offi, 

TO j 
PROM : 
SUBJECT: 
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:e Memorandum 


Jpchibit No. 2 

UNITED STATES GOVERNMENT 


Chief, Communications Division DATE: 1 Soptomber 1946 

Chief, procedures Unit 
Format for Memo ran da 


!• Wh© re Standard Form 64 is used, the format presented here- 
in should bo followed. The date, titles, and subject are inserted 
in the spaces provided. 

2. Please note that the paragraphs are numbered. When sub- 
paragraphs are necessary, the indentations illustrated below are 
f ollowedt 


a. The symbol is placed to align with the first word of 
the text of the main paragraph, and the next line is brought 
out flush with the symbol of said paragraph. 

(1) Any further indentation follows the same principle. 
Please note the sequence of symbols. 1, a, (1), (a),l, 
a, ©to. 

3. The remainder of the memorandum follows exactly the same for- 
mat as a lrtter except that no complimentary close appears. See Exhibit 
No. 1 for illustration of Initials, Enclosures and Distribution. 


JOHN SMITH 

Chief, Procedures unit 
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CENTRAL INTELLIGENCE GROUP 

2430 C STREET NW. 


WASHINGTON 25, D. C. 


3 


1 September 1946 

MEMORANDUM FOR, CHIEF, COMMUNICATIONS SECTION 
DEPARTMENT OF STATE 

SUBJECT, Correspondence Procedures 

1* Wlon Plain papor or letterhead is used in preparing a momo- 
randura, the date is placed one inch from the top or the last lino of 
the heading respectively, the last digit aligning with the right margin. 
The heading MEMORANDUM FOR, is placed at the left margin about three 
3paoes below the date. A double space is left for the subject which 
is written directly under the title of the addressee in small letters 
with initial caps. 

2. The body of the text should begin about 4 spaces below the 
heading, and as in other typos of correspondence, single spacing is 
generally used. H 0 wever, to give the paper a more balanced appearance, 
double spacing may bo used when the text is unusually short as in this 
illustration* 

3. With the exceptions mentioned above, this typo of memorandum 
follows the same outline as shown in Exhibit No, 2. 


JOHN SMITH 

Chief, signal center 
Central Intelligence Group 
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PAGE NO, 


CENTRAL INTELLIGENCE GROUP 


DATEi 1 SEPTD1BBR 1940 


ROUTINE 


OPERATIONAL PRIORITY 

FROM; SUPPLY SECTION 


PRIORITY 


URGENT 

TRANSMIT 

TO: JOHN JOURS 





21 MAIM STREET 

PLAIN T K 

X T 

MBIT YORK CITY, MEW YORK 

- -- - 




! ( CLASSIFICATION) 


TYPE IN CAPITAL L ETTERS, DOUBLE SPACED 

TELEGRAM 

SHIP WO DESKS, TOUR STENO CHAIRS, THREE FILE CABINETS, SIX EXECUTIVE 
CHAIRS. RUSH* OBL FOLLOWS. 


JAMES StfITH 

CENTRAL INTELLIGENCE GROUP 


/s/ James Smith /s/ J 0 hn Doe 

JAMES SMITH JOHN DOE 


ORIGINATING OFFICER(S) 


FORM NO. 
OCT 1946 


35-7 


COORDINATING OFFICER(S) 


CLASSIFICATION 


AUTHENTICATING OFFICER(S) 


(1343) 
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Exhibit 0-a 


IJUPU lOQth Hating 


C&fTRAL INmLIORWCB 0R01JP 


25X1A 


XHTKLLIOrmC)? ADVISORY BOARD 


Mlnutai of Mooting hold Ip Room 6132 


MKP.1TIKRS PRESENT 


ALSO PRESENT 


SECRETARIAT 


Nota* Actual also of papor 
“ 8i x 14 

CONFIDENTIAL 
IAB TSotii Uaetlng 
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cmnmmkh 


1. MUST nUHJlXT OH TITLK OF TO PARK ft DlSCimSlH) 

In reply to a question by (,’olonoi Blank, Mr. ROK said that 

xxxxxxxxxxxxxxxxxxxxxxxxxxxxioixxxmxxxxmxxxxwxxxxxxxxxxxxxxxxxx 

Vr* WILLI AMO iiald that Mr. uoo had Handled the matters, xx 

XXXXXXXXXXXXJCX3CX30CXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXX 

LI nUTJEJAHT mhhimn Baid that xxx xxxxxxxxxxxxxxxxxx xxxxxxxx 
xxxxxxxxxxxxxxxxxx XXXXXXXXXXXXXXXXXX XXXXXXXXXXX XXX xxxxxxxxxxxxxxx XXX 


THIS IHTKUjTOKHCH ADVT fJOHY DOARDi- 

Agreed that xxxxxxxxxxxxxxxxxxxxxxxxxxxxx xxxxx xxxxxxxxxxxxx 

XXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXX 


2 . 3KCOHD SUBJECT OH TITLE nfr SKCOHD SBRTK3 OF PAPERS nT5>CU?>?IFLD 
Mr. WILLIAMS said that ;:xx x.cxvjcxxxxxxxxxxxxxxxxxxxitxxxxxxxxx 

xxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxx 

Mr. RICHARDS concurred. 

After further discussion, 

THE IHTKLLIOrarCB ADVISORY BOARD t - 


Agreed t 


n. That xxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxx 

czcxxxxxxx 


(1) Xxxxx xxxxxxx x x xxx x xxxxxxxxxxxxxxxxxxxxxxxxxxxxxx XXX 

x xxxsjl yxrx xx^cxxxxx xxxxxxxxxxxxxxxxxx. 


(a) Xxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxx 


(b) Xxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxx . 


Hotel ALL CAPS are used for speakers' names. 
Text la a ingle spaced. 

Double spaoe for paragraphs. 

Triple spaoe for subjects. 


Note i Actual sice 
of pnpor 
8& x 14 
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l.A. 13. XOQth 

CKHTRAb IHTKLUOWHCK GROUP 

TWYKUJOIIMCK APVTSOnV BOARD 

ACK0TDA 


25X1A 


For tho bu hold in Hoow 5136 



1. 8UBJKCY OP FliST rAPKR TO BE CONSIDERED 

(MoiVronooa) 

Commit a 

2. 3UBJECT OF SKCPTH) P AF KR TO BK COK3TDKRKP 
XluTKroJioool 

Cortsionto 

3. SUBJECT OF THIRD PAPER TO BK COIfBlDKRKD 
(^oiVranooo V 

Cements 


25X1A 



Acting Hoc rotary, tf.I-A. 


Ifotos Actual eito of p&por 
8 it x 14 


C 0 HFID! 2 JTIAL 
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Exhibit 7-tt 


cou mnm'ux. 

CIO/lAU 26th Meeting 
1 April 1940 


TNTRU.icraoi: advisory board 


25X1 A 


Transcript of Treating hold in Room XOO 
" on Friday# Y March iMff at l^TO 


yiAIBBItS PHK8KHY 

Colonel Viliam Black* USA 
'4r* Richard Roc 
Mr- Jo)m Do® 


AT/30 FRR3ENT 


Lieutenant Henry Gray# U8N Mr- Dick Richards 

Mr. Trillium Lillians Hr* Bob BobMnn 


SECRETARY 
Mr- John Broun 


H?ta? Actual aixe of 
p»p.r-8& x H 
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GOYiKXDKNTlAL 


(The neetin^ aonvenod nt 1230) 

DOE i Xxxxxxxxxxxxxxxxxxxxxr^xxxxxxxxxxxxxxxxrjcxxxxxxxxxxxxxxxxxx 
xxx7wxxxxxxxxxxxxxxxxxxxnxxxxxx>:y.xxxxx xxxxxxxxxxxxxxx xxxxxxxxxxxrxxxxxx . 
BLACK t Xxxxxxxxxxxxxxxxxxxxjoocxxxxxxxxxxxxxxxxxxxxxxxxx. 

OKAY i Xxxxxxxxxxxxxxxxxxxxxx3uxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxx 
xxxxxxxx xxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxx . 

(Discussion off the rocord) 

DOE i Xxxxxxxxxxxxxxxxxxxxxx xxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxx:cxxxx 

XXXXXXXXXXXXXXXXXXXXXXXXXXXXXX XXXXXXXXXXXvCXXXXXXXXXXXXXXXXXXXXXX X X . 

(The nicotine adjourned «t 0130) 


Hotet Actual six© of 
paper«8^ x 14 

Hotoi All speakers 9 titles are omitted in the Interest of facility in 
transcription. 

The entire transcript i a double spaced. 
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25X1 A 


25X1A 


Kxhtbit Ho. 0 


w^hjottal 



1 February 1946 


CTHiTPAi. uhoiip 


TITLE OK THK PAPKR 



Ho to by Dlrootor of Contra! Intelligence 
1 * XmxxOTxxxxxxxxxxxxmxxx.)axxxx.xx/.mxxxxxxxxxxxxxx;y:xxxxxx 

XXXXXXXXXXXXXXXXXXXXXXXXXX/O CXXXXXXXXXXXXXJUs. 

o. Xxxxxxxxxxxxxxxlxxxxx\xxxxxxxxx7Cxxxxxxxxxx:cxxxx^:;ocxxxkxxx 

X3COCX;cXXXXXX)CXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXX . 

b • Xxxxxxxxxxmxxxxxxxxxxmxx/. x mxxxxxxmxxxrvxxxxmxm 
xxxxxxxxxxxxxxxxxx:cxxx.xxxxxxx>:xxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxx . 



Koto I Actual iitc of 

pepor<6& x 14 


JOIST WE 
SECRETARY 
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Dchlblt No. 0- b 


KUCUiSURII !, A' f 


TMK 7TTT .K OF Ti it ?AI >£& 

1. Xxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxx 
xxxxxxxxxxxxxxxx3cxxxxxxxxx?r?j^jc: :xxxx xxx x xxxxxxx xxxxxxxxxxx , 

2m Para/^rftPjy bonding 

*• Xxxx7txxxxxxx:vxxxxxxxyxxxxxxxxxxxxxxrvxxxxxxx;0txxxxxxxxx.;xx 
xxxxmxxxxxxxxmxxxxxxxxxxxxxxi.xxxiocxxxxxxxrxxxxxxx. 

b . Xxxzxxzcxxxxxxxxxxxxxxxxxxxr.xxxxxxxxxxxxxxxxxxxxxxxxx. 


Note* Actual alae of paper 
8& x 14 


Notes The enclosure* appendix, annex* or tab designation io 
written in the lower right-hand comer of the page* on 
the sane line as the page number. 


25X1A 



- 1 - 


Enclosure "A" 
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Exhibit lf 0 . R 


C^rFIDCTTXAL 
III A DIU. 


I March 1946 


’rfAT r ‘ KAL T-'WXhWlWM AUIVOKITY 


directive 


title or ike pmcro 

Reference; GIG V or.ib riaittun B February 1940 


Koto by the Secretary 


X xm xxxxxxxxm xxx;; xxxxxxxxxxxxxx xxxxxxxxxxxxkxx:;>::^oco^; xxxxxxx 

xxxxxxxxxxxxxxxxxxxxxzxxxxxxxxxotxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxj:xxxxx 
XXXX^XXJCXXXXTCCC^XXXX^XXXXXXr XXXX ’fxxxxxxxxx xxxxxxxxxxxxxx zxxxxxxxx. 


25X1A 


Hotai Actual else of 
papcr-8t x 14 



ACTIKO SECRETARY, H.I.JU 
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Exhibit; f. o« 10-n 


ADDHES3KB LETTER AMDURBS SAbUTATIOli AMI) Cl/itu; 


The Pre aidant 

Tho Fro »1 dent 

pear Mr* President! 


Tho \fnit © House 

Roapootfully ycmra. 


Secretary to 
tho Freni dent 

Tho Honorable (full nano) 
So c rotary to tho 

Proiildont 

T ho Yfhito Fouao 

Dour Sir? 

Very truly yourit* 

Soc rotary to 

Major General (full nemo) 

Dear Sir: 

tho President 

Secretary to tho 


with Uilttary 

President 

Very truly yours* 

Rank 

Tlio * ?, hito House 


Members of tho 

Tho Honorable 

Dear air*- 

Cabinet 

Tho secretary 



of State 

Very truly yours* 

Post Off loo 

Tho Honorable 

Dear sir* 

Department 

The Postmaster 



aenoral 

Very truly yours. 

Department of 

Tho Honorable 

Dour Sir: 

Justice 

Tho Attorney 



Oeneral 

Very truly yours* 

Pro aidant of tho 

The Honorable (full name) 

Dear sir* 

Senate 

President of the 



Senate 

Very truly youra* 

Committee 

The Honorable (full name) 

Dear Sir* 

Chairman 

C Hal man, Committee 


united States 

on (name) 

Very truly yours. 

Senate 

United States senate 



Approved For Release 2001/09/06 : CIA-RDP81-00728R000100010001-2 








Approved For Release 2001/09/06 : CIA-RDP81-00728R000100010001-2 

KxMMt ho. lO~b 



dhttru ADUkUBB 

HAUiTAVTOK At IT > CLOSK 

donator 

The Honorable (full name) 
United Dtiiteii Genitto 

Dear f.ir: 

Very truly your ft. 

Speaker of the 
’Fouco of Repre- 
nontntiven 

The Honorable) (full name) 

.jpoakor of the Hons* 
of RoproHontntlves 

Dear sir* 

Very truly yourn. 

Committee 

Chairman 

House of Repre- 
sent n lives 

The Honorable (full niuao'' 
Chairman, Committee on 
(name) 

llouuo of Rcpreaontativoo 

Dear Sin 

Very truly yours. 

R o p re een tati vea 

Tho Honorable (full name) 
House of Ropreoentativea 

D«ar Sin 

Very truly yours. 

I'ead of indepen- 
dent Office 

Tho Honorable (full name) 
Administrator, 

Federal Security Agcnoy 

Dear Sir: 

Very truly yours. 

HoaO of agency 
Bubo^dinata to de- 
partment or inde- 
pendent office 
representative 

The Honorable (full name) 
Governor, ? R rm Credit Ad- 
ministration 

Deportment of Agriculture 

Dear Sir t 

Very truly youra. 

?he Public Printer 

The F u blic t Yin tor 
Government Printing Office 

Dear Sir* 

Very truly yours. 

Director of the 
Bureau of tho 
Budget 

The Director 

Bureau of tho Budget 

Dear Sir* 

Very truly yours. 

The Comptroller 
General 

The Comptroller General 
of the United states 

Deer Sir- 

Very truly youra. 
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T T n, 10~o 


Annnrssrn 

I.CTTKK Auroras 

BAUTATTO)' Ain) CT/>8E 

president of & 
board 

The honorable (full nnriti) 
President 

Hoard of Com^issionera 
of the D? etriot of 

Columbia 

Dear Sir? 

Very truly you re. 

President of a 
ooraiittsion 

The prowl don t of tho 

United state 8 Civil 

Service C omr. i o a I on 

Dour Sir j 

Vary truly yours. 

Cuai man of u 
Hoard 

Thu Chairman oi* tuo 

Railroad Retirement 

Pc.ard 

Pear 31 rt 

Very truly yours. 

Chairman of a 
o omul salon 

The Chaimim oi* tho 
Interstate) Connie roe 

Commi salon 

Dear Sirs 

Very truly yours. 

The Chief Justice 

The chief J u atice 

The supreme Court 

Hear gir : 

Very truly youre. 

Justice of the 
Supreme Court 

Mr* Justice (full name) 

Tho Supremo Court 

Dear sir* 

Very truly youra. 

Governor of state 

The Honorable 

The Governor of (State) 
(City, state) 

Dear sir; 

Very truly youra. 

Mayor 

'flie honorable (full name) 

V. ayor of tho City of (tfwno't 
(City, "tato) 

Hoar sir* 

Very truly youro. 

Mother superior 
of a parochial 
school 

Mother superior 
(order if used) 
(Institution) 

(Street address) 

(City, State) 

Dear Mother Superior* 

Vory truly yours. 
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ADDit-'nfirn 

i.r/rrmi a:>ijh:::!;: 

r,AUKAVTt;V Ml!) CUUlli 

Doctor, president 
of a nolle ft© or 
unlveralty 

l*ull Jifirvi, !loj;raci 

President 
( Ttiatl tutlurO 
( Street addrena) 

(City, state) 

jff nr :;in 

Vory truly youro. 

nenn r\ school 

Penn (Pull none) 

School '■'f /name) 

The Uni comity of 

( nnno) 

(City# Utato) 

Hear Sean ( immune) t 

Very truly yours , 

Profoooor 

Full name, D^roe 
(Him o of school ) 

(street addrosu) 

(City, state) 

Dour ;jir: 

Very truly youro. 

phynician 

Pull name, *« .D* 

(Stroet add rose) 

(City, :>nte v 

Dear Sirs 

Very truly youro. 

Lawyer 

(pull none), Kaouire 
(Street Address) 

(City, r frt// 

\ 

Dear Sir: 

Very truly youro. 


Other civilians (full muao) 

Mrs. (full name) 

(or) v.ias (full na r\m) (or) 

(or) rosura. (full nurse) (or) 

(or) t'endafi'ic (full nnnea) (or) 

(or) Uiaaoa (full naxaea) (or) 

(Street address) 

(City, *tate) 


Dear sir* 

Dear v ndan* 

Dear Vadnn : 

Dour l .\ i rn : 

De*r* vogdanou: 
Dour ''oodnnoB : 

Very truly yours. 


To a Corporation Haae of Company 

Dear Sirs : 

Incorporated 


(Local address) 

Very truly youro. 
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yd 

umu* .vx 

h/d .hfAVl” ' A-'.> fjonn 

A T ; American 
ArabttUHftior 

'.'Itu > lt>n< » ri d> In (full Uta ui ; 
;U:iC r S u ui i A\ lbns » it dor 

Uyuion, Tn*>land 

;>ciu* Bin 

Tory 7’u)/ y«*i.ri«. 

An American 

Consul Coneral , 

Full Home* Raquire 

A/aoricHTt Connul 

Dear Bin 

L'OUIKUl Or 71,00 

Con buI 

General 
.aria, ‘nnn<» 

V«ry truly ynunr. 

To the Librarian 

)T congress 

The Librarian of 
con^roos 

Dear Sin 

Tory truly yours. 

To n General 

o.r tho Anay 

7*\ill i, arm* i?. :;.a« 

General of the Art*/ 

Har i)opurtuout 

jour ;>ir: 

Tory truly yourn. 

To mi Admiral 

Admiral { full aairtc) U.3»1U 
Chid* of* I* aval i perationa 
i^partciout of the liavy 

Dear Bin 

Scry truly youro. 

Catholic Cardinal 

via hninonco Joiw 

Cardinal ice 

Archbishop of I Jot; York 

Tour PXiinonooj 

Keupoo tfullv yours , 

Catholic 

Archbishop 

Tho Voet Reverend John Do® 

Archbishop of Baltimore 

Reverent Sirs 

Uoapeotfully yourn. 

Catholic Bishop 

Tli® 7ost reverend John D 0 e 
Bishop of caoraAonto 

l< o*t Reverend Bin 

Respectfully yours. 

Catholic 

Vonaicnor 
(higher rank than 
below) 

The Hi^ht Reverend 

Vonsignor J 0 hn Do« 

Dear Tonsignorj 

Respectfully yours. 
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ADDHPflJTKK 

LETYKR ADDK&IS 

SALUTATION AND CI.f)«« 

C nth olio tf 0 nalgnor 

The Vary nova rand 

Pear Consignors 


Mcmaignor John Poe 

Respectfully youra. 

Catholic Prieat 

The Revo rend John Boo 

pear Reverend Ilir i 


( Churoh) 

(City, State) 

Very truly youra. 

Protestant 

Tho Vary Reverend John i)oo 

Very Jtoverond Sin 

RpLooopal D«on 

D«an of Ifanhington 



Cathedral 

Very truly youra. 

Methodist Bishop 

The Vary Revorond John Doe 

Very Revo rend Birr 


Mothodiat Bishop 

Respectfully youra. 

Other clergymen 

The Reverend John poo, or 
The Reverend John Poe, 

Reverend Bin 


D.D, (If entitled to a 
degreed 

Very truly youra. 

Jewish Rabbi 

Rabbi John Poo, or 

Dear Sir j 


The Reverend Jo to Poe 

Local address 

Very truly yourc. 



Approved For Release 2001/09/06 : CIA-RDP81-00728R000100010001-2 







25X1A 

25X1A 


25X1A 



coMvuNic Arrows 



1* purpose 

The general purpose of this inotruotion Is to acquaint the 
personnel of CTO with th© various typed of service provided by the 
Central Records Section, Oervioes Divialon, and to set forth procedure u 
governing tho routing, handling, and filing of offiolal CIO doeunenta 
by Office and Staff Section ijeraonnel. 

2* Organ! gat ion and punotiong 

a* The Central Records Section, Services Division, Adminis- 
tration and Management Branch, is responsible forj 

(1) Establishing and operating n oentral mail room nnd 

a messenger and oourier system for routing oownuni cations within, into, 
or out of the Agency* 

(2) The maintaining of records and tho ©fjtnbliahmont of 
controls on all incoming and outgoing documents* 

b* The following organisational units have boon established 
under Central Records faction to accomplish tho functions enumerated 
above t 

(1) Central Mail unit 

(2) Distribution unit (Including Central Files) 

(5) Information Distribution Unit 

(4) Special Distribution Unit 

3. Terminology 


Th« following definitions, while not necessarily complete from 
a technical point cf view, explain th© meanings of certain terms as 
they are used in this instruction! 


a* pooumsnti any official paper, correspondence, pamphlet, 
book, publication, writing, or other instrument, whethor classified or 
unclassified, which conveys information* 

b* Classified Documents any do cu m en t which requires security 
grading, i.e., IbP sSCHKT, BBcSSt, COnFIDKWTlAL, or Restricted, to 
indicate the degree of precaution neoessary for its safeguarding. The 
classification is determined in accord ance with the standards outlined 
in Security Administrative Instruction WM 


nr { MT‘ r * 


Approved For Release 2001/09/06 : CIA-RDP81-00728R000100010001-2 


25X1 A 


Approved For Release -00728R0001 0001 0001-2 

CIO MANUAL Or AUMIUlimiAtTVK TWitTHtmTIOIW 


«• R«ft*«ter»4 Doomaent , a TOP imim?, BKCRKT, or COIfFIDWTlAL 
dominant, or a Restricted cryptographic document or device, oarrying a 
register number, a short title, and instructions to account for It 
periodically, (a registered document is not to bo confused with a 
classified document to Whioh, for adwiniotratira roaoemo, a number or 
•hort title Is assigned for bookkeeping or reference purpose only.) 

In the absence of the required markings, as enumerated above, documents 
will not be reported upon. Documents will be registered only when It 
Is essential for the Issuing authority to control distribution end 
maintain a rooord of the custody of all copies. (Offioera authorised 
to originate and/or issue TOP 3KCRK7, SBCRRT, or CONFIDENTIAL documents, 
aixd Restricted cryptographic documents, will designate as "registered" 
only suoh document a as tlioy doom necessary in the Interest of national 
security.) 


Intelligeuoo Information i "raw" Information received from 
collecting agencies 1 which hao not "boon evaluated by the Office of Reports 
and intimates, CIO* 

tfatorial i Intelligence documents which have 
been fully evaluated Hy the Office of Reports and Kstbanteo, CIO, and 
are published for CIO, 

Depository x tho filo to which a document, after having been 
used eud/or acted upon, is sent for permanent retention, or whore excess 
copies of intelligence documents are stored. 

S- VoBamk^n a person who is asal&ied tho duty of transmitting 
documents classified up through SECRET within a building occupied by CIO. 

h . Courier : a porson who is assigned tho duty of transmitting 
docujaonts olaoSTHetT up through SECRET between buildings of CIO and 
between CIO and other government agencies. 

TOP SECRET Courier a an officer or specifically designated 
civilian who Has been authorised to transmit TOP SECRET documents within 
and between buildings of CIO* and between CTO and an outside agnucy. 

25X1A 


OFFICIAL DEPOSITORIES FOR 


CC^i! UinCATIOHS 


1. Oenerol 


a. The Central Records Section, Services Division, designates 
official depositories for all administrative documents except cables, 
cryptographic documents and devices. 

b. The Office of Reports find Estimates designates official 
depositories for all intelligence documents. 


CONhULNiiAL 
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2 . Depository for Intelligence Documents 

Th# offloial depository for a 11 intelligence document* will bo 
the Referenoe Branch of the nffioo of Reports and Estimates. 

8. Depository for Administrative Documents 

Central Files, Distribution Chit, Central Records no otion* 
Services Division# and/or Offloe or fltaff Message Centers will be tho 
offloial depositories for all Incoming and outgoing administrative 
documents other than those classified TOP SECRET which will be 
deposited In tho Special Distribution Unit, Central Records section. 

4. Depository for Extra Copies of Intelligence Docmwmta 

Surplus ooples of CIO-produced intelligence documents classified 
SECRET or below will be stored in tho Information Distribution tfciit# 
Central Records Section* Intelligence documents classified TOP SECRET 
will be stored in the Speoial Distribution Chit. 

5. Depository for Inactive Piles 


a* Any Office or Staff Section having documents on file whloh 
are inactive or of no further value in connection with current opera- 
tions will report the faot to * 

(1) Reference Branch# ORE# if the documents are 
intelligence matter of any security classification* 

(2) Central Files , Distribution Unit# central Records 
Section# if the documents are administrative matter olaosifiod below 
TOP SECRET* 


25X1A 


(3) Information Distribution Dhit# Central Records 
Section# if the documents are ■A atafr i tiatim em sS te i ei surplus copies 
of CIO-produced intelligence olassifiedvTOP SECRET. 

sU\o'^ 

(4) Special Distribution Unit, Central Records !iootiou a 
if the dociMnts are achslnl strati ve matter or surplus copies of CIO- 
produo «d intelligence classified TOP 3KCRBT. 

b. When notified of an inaotlve file, tha appropriate branch 
or unit will sand a representative to survey material and arrange for 
proper disposition end storage. 


USE OP CIO 


IWTBR-OmCK CHAIN ENVELOPE 


1. General 


1 \J 1 
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a, yflvtn Used 


Offices of GIG will use the offloial CIO inter-offioe chain 
envelope for tho transmittal of documents bslow TOP aK0m?T in classifica- 
tion traveling within the CIO Messenger and Courier System to other 
offloes of GIG# Under no olrouMstanees will tho onvelope ba used for 
the transmittal of TOP 8KCRK? document!*. Documents will not bo trans- 
mitted outside CIO In the intor-of fico chain envelope. 

b. Stocking of Inter-Of flow Chain Envelope 

Knob Offloa Mosoage Center as wall ao piok-up n nd doliwory 
points within Offices will, upon request to Control Reoords Section, 
Services Division, ba furnished with a supply of inter-offioe chain 
envelopes. 


o. Dali vary of Hail 


All mall delivered by a Messenger or Regular Courier to an 
Office Message Center or a piok-up and dolivory point within cm Offloa 
will bo contained In CTO in tor-office ohain envelopes, Where mall Is 
classified SECRET or CONFIDENTIAL the responsible individual at a 
deliveiy point will rsmovo attached pooeipt Form S5-1G from the in tor- 
office ohain envelope, sign, and return signed receipt to the Messenger 
or Courier* Ho madly, ohain envelopes containing Restricted or un- 
olaoslfled mall will bear no receipt# 

?•* Dispatching of Q/G Documents in Inter-Office Chain Knvolopos 


a. Additional wrapping Not Kacaamry 


Offices of CIG will dispatch outgoing inter-office nail 
(and that intra-office wail which Is destined for a segment of nn office 
housed in n sopamto building) in CIO 5mtsr-offico chain envelopes 
without additional wrapping, A separate lntar-offlce chain envelope 
will be prepared for each offloa to which materials are being sent, 

b# ^r+pas'frtlott of Face of Envelope 

It is essential that the columns appearing on ifce inter- 
office ohain envelope be filled in oompletely, and that tho office 
designation always be indicated, if it is tho desire of the sender to 
dispatch the document to a specific individual the individual* s name 
may be noted in parentheses aftor the office designation, for example t 

PRO* i OCD TO* ORB (Attn i Mr# Blank) 

In all instances room number, when known, and building will be indieated 
in the proper column. The CIG interoffice ohain envelope will not be 
thrown away until all spaces have been used, or until tho envelops is 
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completely mom out. If on offiou accumulates a stock of envelopes which 
exceed* its needs* tho surplun will bo returned to tho Messenger or 
Courier serving tho office. 

0# Uedl Transmitted Outside CIO 


Oociuacoita to bo traiuiai btod outbid* CIO will bo routed in 
tho tutor-office chain envelope* to tho Distribution Unit, Central Records 
Section. (3<t*r detailed lnstruotionn covering the nan 01 in;- and routing 
of outgoing dooumouta soo 

d. Transmitting COfl KIDKrrrTAh or flrccHKT Documents 


The CIO in tor-off low chain envelope, when used to trail emit 
CW FIPKWTIAZ* or ST2CRKT documents# will bo coaled with one CIO gummed 
label and tho initial of tho sealer will be entered in an appropriate 
place on tho seal. Those seals any also bo obtained from Central 
Howards Suction. Under no oirouawtancoH should scotch tnpo bo wood to 
seal tho inter-office chain envelope* 

e. Transmitting Unclaaaiflod or Restricted Documents 


Tho CIS intor-offico chain envelope, when used to transmit 
only unclassified or Host rioted matorinl* need not bo sealed in any 
manner# but the onvelopo flap should bo pushed inside* 

tm Inter-Off loo Chain Knvelono N u mber ing and Receipting byotomo 

Knoh Office Message Center and each designated pick-up and 
delivery point within an office will initiate its own numbering nories 
for inter-office chain envelopes , the contents of which are classified 
SECRJ5T or COMF1 DENT IAL* This number will consist of the month expressed 
in number and the next unused consecutive number, e.g. # if the first 
envolope is dispatched In June, the number would bo 8-1; if the tenth 
envelope is dispatched in July# the number would be 7-10* since the 
second number is the identifying envolope number, it would continue in 
numerical sequence until the end of the oalendar year* Thus, if 820 
envelopes containing SECRET or (WFTDmiTlAL documents have boon dispatched 
ns of Deoomber SI* the last one would be numbered 12-520* At the 
beginning of the next calendar year, a new series would be initiated* 
the first envelope in January of tho now year being numbered 1-1. This 
office envelope number will bo placed in tho office of dispatch coltimn, 
before the name in the "From" column. The number appearing on the 
envelope will also be placed on tho attached Receipt Form 86-16. 

Reoelpt Form 36-16 to be attached to lnter-offlce envelopes 
containing 8KCR5T n r CORFIDKMTIAI. doctsaents will be prepared in the CIO 
reoelpt book in duplicate* Receipt 55-16 is in triplicate in the 

reoelpt book; however* only two copies are to be used and no attention 
Is to be paid to tho colors of the copies used. The third copy has a 
special uso in isolated circumstances. The original copy of tho receipt 
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will bo tstriplftd to tho envelope. Tho preparing office will rotnin tho 
carbon copy of tho receipt for It a records. Thin copy villi bo r,lj;iiod 
by tho Mosscmgar or Courier who plolcn up the chain envelope, Tho number 
appearing both on the Receipt Fonn 35-1(5 and the in tor-off loo chain 
onvolopo will ho noted in tho office log opposite tho Individual pnporu 
trnnnnlttod In tho. Intor-offioc chain euvolope, Th is will provide a 
record of tho documents in any ono onvolopo, 

g. bulky ijoougwnta (C 1 tiHnlfiod) 


Classified documents which, boouuun of bulk, oannot bo put 
in the intor^offloc ohoin onvolopo, will bo wrappod in a satisfactory 
manner, taped with CfG gunaaed boaIb, nnd forwarded in ex n ctly the immo 
manner ao on intor-offioe chain envelope. 

3, Operation of Courier and Messenger System 

a. Courier S'lok-Up and Delivery 

Central Records Section, Services, Division, will provido 
offioea with pick-up and delivery courier Service from and to appropriate 
points located in different buildings. An Inter- office chain envelope 
containing SECRET or CONFIDENTIAL document*, after being signed for by 
a Regular Courier on Receipt Form 38-16, will be delivered to tho 
appropriate building and Office Message Conter. The appropriate 
Individual in the 1 laoiving Office Message Center will rowovo and tii#i 
the original copy of Receipt Form 36-16 attached to tho chain envelope 
and return reoeipt to Courier. The Central Vail Room will maintain a 
file of all completed rooelpts for location purposes. Tho Courier 
transmittal of a Restricted or unclassified document to a location in 
another building lc accomplished in tho chain envelope without regard 
to the use of Receipt Form 35-16, 

b. Messenger Pick-Up and Delivery 

Central Records Section, Services Division, will provide 
offices with piok-up and delivery messengor service from nnd to 
appropriate points within the same building. The delivery of a chain 
envelope to any office located in another building will be made by 
Regular Courier as indicated above, 

25X1A 



CIO MESSENGER AND COURIER SERVICES 


1. The Central Records Section, Services Division, will provide 
each office and Staff Section of CIO with Messenger and Courier service 
as fellows t 
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n. TOP SECnBT (jourl.r« 

TOP SECRET Couriers will be used to transmit TOP SECRET 
doouaumte botw*wi individual. uid buildings of CIO and bsbv.son CIO snd 
and outside agency. 

b. Re gular Couriers 

Regular Couriers irf.il be used to transmit document* 
classified SECRET or below between buildings of CIO and between CIO 
and an outside agonoy. 

o. ^ M8fln 6 erc 

Messongera will be used to transmit documents classified 
SECRET or below between individual* and offices located in the seme 
building, but will not oarry documents between buildings. Certain 
messengers, however, way be used to transmit unclassified or Restricted 
document* between CIO and an outside agonoy. 
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I LOCOING AND ROUTING OF MV 


IHISTKATIYK DOCt&BHTS, 


oram than cables. 


CLASSIFIED BELOW TOP SECRET 


1. Incoming 

a. The Central Kail Unit will s 

(1) Receive, open, and time-stamp each document entering 
CIG and route each administrative document to the Distribution Unit, 
Central Records Recti on, sorvioes Division. (The only exooption to 
this proced ur e is on incoming pouch document addressed to 080 which, 
after being properly recorded, will be routed unopened to th© Office 
of Special Operations.) 

b. The Distribution unit will s 

(1) Assign CIG oontrol number. 

(2) Assign file classification number. 

(5) Prepare CIO F 0 m 86-1 in multiple copies, assisting 
a suspense date by which time correspondence must be answered,* establish 
a follow-up system on suspense dates. 


CONFIDENTIAL 
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(4) Prepare n Ooneoliilntod Receipt. CIO Form SG-B, for 
®*oh receiving Office or Start* Section Montage Center and innuro the. 
proper return of thie reoelpt fbr filing. 


25X1 A 


(5) Route docuaenta to the Offloe or Staff Ceaunge ('cuter, 
o. The Offloe or rtaff Veaeage Center will i 

(1) Sign nnd return ” 11 } form 36-5 to Distribution Unit. 

(2) Chech document a^nlnat copies of CIO Von-. 56-1 uhieh 
ere attached to eaoh document. 

(5) Withdraw office Massage Center Copy of CIO Form 36-1 
and indicate theroon tho particular offiee sub-division to which the 
documcmt will bo routed* 

(4) File CTO Fbrn 35-1 by the CIO control number appearing 
in the upper 1© ft-hattd com or of the Form. 

(5) Route document to appropriate n©oeiving Offiou. 
d* The Receiving Offloe wlll i 

(1) Record document in any appropriate log rahloh will 
enable that office to acoount for all documents received by it for 
aation or aa a matter of interest. 

(2) Return doennent to central Piles, Distribution Unit, 
for permanent filing after it hao nerved its purpose* 

(3) If the document must be retained permanently in the 
receiving office, remove the copy of CTO Form 35-1 attached to it, 
rote tlie name of the office! of retention thereon, and return it to 
distribution Unit* 

2* Outgoing 

su The originating offloe will ; 

(1) Cheek document and envelopes for oorreot preparation 
in oonfb manes with CIO Administrative Instruction Ho. WM 


(2) Address envelopes, 

(3) Iticuro that a receipt (CTO Fore 38-15) has been 
prepared and is ettaohed to all documents classified CONFIDENTIAL or 
above. 
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(4) Insure bl hat a copy of tho document iu attached to bu 
withdrawn by Distribution Unit anti forwarded to Central Kilos for 
permanent record* Tho Central Files oopy will lmvo attached to it, when 
circumstances require* t\ ronmorcaidtua for record* or all buck olipu, 
intor-omoo memoranda* and notes which have preceded the preparation of 
the document. 

(0) Attach a CIO Form 36-11 if a apodal method of dispatch 
i/j dfiuirod* l.o. , "Air Mall* M "ttogistorml* * ’’Special Delivery." "pouch," 

etc. 


(0) Rooorit t hn document In the office of origin log and 

dispatch It to tho Office or staff Vossage Canter in accordance with 
inter-office chain envelope procedure (see Section 403). 

b* The Office or Staff Message Center wlll g 

(1) Check to see that an adequate number of copies of the 
outgoing document hao been prepared. 

(2) Insure the adequacy of the memorandum for record on 
the Central File® oopy of tho document. 

(3) Chock to ace that adequate envelopes and receipts 
have boon prepared ibr uoo of Distribution Unit. 

(4) Assign e»oh document a number preceded by tho authorised 
abbreviation or symbol for the Office or staff Section. This number will 
be placed above the return address on tho outside envelope. 

(6) Record tho document In appropriate log and forward 
document to Distribution Unit in tho inter-office chain envelope. 

(6) Get in touch with Diotribution Unit to determine the 
oauso of delay if a oopy of CIO Fo**w 36-1 for each outgoing document 
has not been received within twenty-four hours after its release. 

o. The Distribution Unit will t 

(1) Chook the document to seo that it is properly proparod. 

(2) Assign a CIG control number. 

(3) Assign a file classification number and indicate cross- 

references . 

(4) Prepare CIO Fora 36-1. 

(5) Forward to Office or St 4 UPf Message Center one copy of 
CIO Fora 36-1 os assurance that the document has been dispatched. 
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(C) forward tho document after It hue boon properly 
rucordod and coaled to the c»utrnl Hail Unit A>r actual dicputoh. 

d. Yin? Central Mull Un It wlll i 

(1) jo tannin® from notations on CIO Form 36-11, if attacned, 
what special handling has baan requested far the document, ami handle 
in that marmar If poculblo. 

(2) Prepare and maintain all reoords and raoalpta for 
envelopes of classified documents* 

(31 effect dolivo ry of document to proper transmitting 

agency. 


o. Sealed Doauocmto 


If for oocurity re neon a outgoing documents arc t«» be sealed 
in tho offioa of origin and the contents are not to bo seen by processing 
personnel, the originating Office mills 

(1) Seal the envelopes, placing on the outside envelope 
a number, preceded by tho authorised office abbreviation or symbol, for 
the use of Central t/oil Unit in recording the envelope* 

(2) Attach Pom 36-11 indicating whether document io to 
travel through classified or unclassified channels and any special 
handling requested* 

(3) Dispatch to Central Hail Unit via Office v'esaaga C?*nter* 
f. Pouch Documents 


Doouaonts to bo dispatched by pouch from CTH to destina- 
tions outsido the District of Columbia through Courier or ainilitr 
service will bo prooessedin tho same manner os any other outgoing 
document (sec seotion|^^B* Document* from 030 intended for dispatch 
to locations outsido the District of Columbia will be delivered already 
wrapped to the Central Mail Unit, xbr recording and forwarding throu^i 
proper transmitting ohanaola. 

3. Inter-Qffioo 

a* Office or Staff Message Center Procedures 

It is the responsibility of the Office or Staff Passage 
Center to keep adequate reoords of all inter-office handling and routing 
of document* Channeling of documents through Central Reoords will not 
be required in inter-offloe exchanges. The system for recording inter- 
office documents will bo developed to fit the needs of each offioe, the 
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only requirements being that, at nil titans* the Office or Staff Message 
Center will be able to aooount for the disposition of both inooming unci 
outgoing documents and npproprinte saourity precautions nr© observed. 
The log used for recording outgoing doounnnts way also be used for 
recording all types of inter-off loe documents. 

b. Filing of Tntar-Offioo Documents 


Into r-of floe documents which obviously are of no permanent 
value will not be forwarded to Central Files for retention. The de- 
termination of the value of intor-offioe documents will be made oither 
by the originator or the final recipient* Inter-office documents will 
be forwarded to Central Filoe if thoyi 

(1) Contain valuable background information which will 
supplement the information contained in the memorandum for record on 
the Control Files copy of outgoing mail* 

(2) Contain Information supplementing a publiohod directive 

or order* 

(3) Concern a subject of permanent value either from a 
policy or a historical viewpoint. 

°* Tranawlttal of Inter-Office Documents 


Documents traveling between offices will be forwarded 
through the uessenger end Courier System in chain envelopes (aoe section 
except TOP SECRET which will bo handled either by TOP SECRET 
Her or TOP SECRET Control Officer. 


LOGGING All D ROUTING OF INTELLIGENCE INFORMATION* OTHER THAN CABLES, 


CLASSIFIED BELOW TOP SECRET 


1. Incoming 

a. The Central ffoll Unit will f 

(1) Open and route all intelligence Information received 
in CIG to the Information Dirtributlon Unit, Central Records section. 
Services Division. The only exception to this procedure is incoming 
pouch material for OSO which, after being properly recorded, will be 
routed unopened to the Office of Special Operations where It will be 
acknowledged by signed receipt. 
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b. The Information Dintr! button Unit wlll i 

(1) Assign ft CIO control number* 

(2) Altaian a file classification number. 

(3) Record the document on CIO Form 56-2, 

(4) Deliver oaoh document to the proper representative 
of the /fading Center, 0CD. whero tho distribution to bo noaortlmi tho 
document will bo determined. 

(5) Make necessary record* of distribution as Indicated 
by tho Hooding Center on CIO Form 56-2 and withdraw Control Records 
oopies of such Forms. 

(0) In tho case of PRD, attach three copies of CIO Pom 
36-2 to copies of reports going to that Office* 

(7) Prepare Consolidated Receipts (CIO Fbra 35-8) for 
all documents and insure the proper return of this Receipt from the 
office of address* 

(0) Dispatch each document to appropriate Gffioo or 
Staff Message Center. 

Q* The Office or Stuff Kosoago Center will ; 

(1) Cheok documents against enclosed Consolidated ReoeJ.pt 
(CIO Form 3B-3 ) which it will sign nnd return to Information Distribu- 
tion unit. 


(2) Record rooolpt of documents in an appropriate log. 

(3) l n tho case of ORB, check the documents against the 

copies of rjO 35-2 attached to eaoh document. 

(4) In tho case of ORE, withdraw the three tfossage Center 
copies of CIO F 0 m 55-2 and indicate thereon the particular subdivision 
of ORE to whlah a document is to be routed. The three copies of CIO 
Form 35-2 will then be filed as follows! one by CTG control number, one 
by source, and the remaining one by subject. 

(5) Dispatch documents to receiving offices and record 
disposition in an appropriate log. 

d. The Receiving Office wlll i 

(1) Record receipt and disposition of documents in an 
appropriate log, 

CONHOENUM- 
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(2) In t!io caan of uRK* maintain record of doouwonts an 
Fom 58-2 supplied the recoiviag ofjfloo by npR tfesssgo Center. 

2. Outgoing 

ninoe CIO at the present time distributee little intelligence 
information to outside agencies appropriate instructions for Its handling 
mill be announced whou and if the need arisoi*. At the present tine out- 
going intelligence Information la processed exclusively by the Informa- 
tion Distribution Unit , Control Uncords flection . 

3. Inter-Office 


25X1 A 


25X1A 


Intelligence information <bmuacmti» traveling between offices 
will be processed in the so jna nram-ir no administrative material (no© 
faction i*o. « through the Meacougor and Courier syoten in 

chain onvclopoa. Coruploto records vrlllhe maintained in dispatching 
and receiving offices. 


PHOCKGSIKO OF TOP GECHKT IX)CltfEHVS 


1 • General Information 


u„ T ran Bmlfrta'l °f TOP 3KCRKT Doounonts between Offioes and 
Divisions "of ClfT * 

Transmittal of TOP SECRET documents between Offices and 
executive Staff Divisions will bo accomplished by a TOT OIXI'K? Courier, 
o*b* * from OKK to GO; fro n Services Division to Finance Division, A£tf 

Branch. It is permissible within CIO, however* for one Assistant TOP 
SECRET Control Officer to deliver a TOP SKCRKT document to another 
Assistant TOP SECRET Control Officer, tho necessary receipt being 
obtained, provided Central Rooords* Services Division* a&M Brunch, ia 
infomed of such change of responsibility. 

b. Transmittal of TOP SECRET Documents between Units 


Transmittal of TOP SKCRKT documents between units of an 
Office or Kxeeutivo staff Oootion will be effected by the Assistant 
TOP SECRET Control rffioer of the Office or Staff Section concerned. 

YShen an Office or Staff has personnel in several different buildings, 
it is permissible to request n TOP SECRET Courier to effeot deliveries 
between buildings. 

°. TOP SKCRKT Signature Record and Cover Sheet (CIO Form 58-15) 

The TOP SECRET Signature Record and Cover Sheet (CIO Form 
58-15) will not be removed from a TOP SECRET document until tho document 


iUL.i\ 


'lAL 
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in destroyed* downgraded, or dispatched outside of CTO* Uot/evnr* when 
a document la no treated* the particular diapoal tion Is noted on t he 
TOP 3KCHKT Signature Record and Cover Rhoot tmd tho ehoet is sent to 
Special Distribution Unit to bo filed. Thin shoot will serve an a 
□over to a TOP 31CCRIC dooumwit iuid will provide a record of all Indi- 
viduals who Lava had access tc the document. ISaoh Individual who tittaii 
or processes ti TOP GLGRL7 document* will affix his nignntur© to the 
ahaot and indicate tho re on date mid time of receipt. When relorinlrig 
iftivtorlal to another authorised individual* ho will affix bin initials 
and iudioato dstu ami timo of rnlonno* 

2. Tnomadn^j 


a. apodal Dig /tribe tion iroomluroa 

AH SOP 3KCIUIT dooummta, tvdudui strati vo or intelligence 
(©xaopt cables* and document# porta-inin^ solely to tho Office of fjpooiel 
Operations)* shall bo delivered initially to 3p*oial Distribution linit # 
Central Records Section, Services Division. (Any member of CIO who 
reooivofl a TOP 3FHCHHT document from an outside source in a manner which 
hna by-passed special Distribution Unit will report tho faot to Mpoolal 
Distribution Unit na ut>on ms possible in ordor that the document rny bo 
properly processed.) 

b« Thu Special Di st ribu tion Uni t will ; 

(1) Assign CIO control ruuaber to each document. 

(2) Assign CIU file al aerification number. 

( 3 ) Log document . 

(<i) staple a TOP iDC-tHT Higna turn Record *»nd rover rheot 
(CIO ?r) m SC-15) to doouraimt. 

(G) In the case of admin 1st rat ivo document a, dotemino 
the routing to bo given oaoh document tmd make appropriate notations 
on all records and CIO Pom 50-13. 

(6) In tho case of intelligence Information* pace tho 
document to a specifically designated member of the Heading Canter. 

OCT)* for determination of distribution. 

(7) ilake a record of the recomaended dintribution after 
tho document returns from tho Reeding Center. 

(8) Prepare a Dooumont Receipt (CIQ Fora 58-16) for each 

document. 

(0) Route each document to appropriate Office or Htnff 
Section Message Center. 


»■ t ;•■ 
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o. The Office or g Uiff flection Message Center wlll i 

(1) Chock document against the Document Receipt Porn SB -16 
which it, will sign and return to flpeoial Distribution T.?ni through the 
Messenger-Courier system. 

(2) Record document in n TOC SECRET log. (A euggentod 
log sheet that may be used is CIO K 0 na 88-14.) 

(8) Insure that tho Signature Hooord ami Cover Shoot on 
each document la initialed by everyone examining or handling the docu- 
ment within the Message center. 

(4) Roqueot ito Assistant TOP SECRET Control Officer to 
deliver the TOP SFCRP7 dominant to tho receiving offioo where the docu- 
ment will bo acknowledged by signature in tho message Center TOE SECRET 
log. An optional procedure will bo to have the document delivered to 
tho receiving office by a TOP SECRET Courier, in which oaso the Courier 
will sign for tho envelope containing tho docuaont and make delivery 
to tho Receiving Offioo whore Dooument Receipt Fora 38-16 willbo signed 
and returned to tho Office Eon sago Center. 

d . The Receiving Office will : 

(1) Sign for tile document in the Message Center TOP 8ECRPT 
log if delivered by Assistant TOP SECRET Control Officer* nr, sign and 
return Document Receipt Form 38-16 if delivered by TOP SECRET Courier. 

(2) Enter tho document in a TOP SECRET log. 

(3) Insure that each person handling or examining the 
document enters his name, initial**, and dates of handling on tho TOP 
SECRET Signature Hooord nnd Cover Shoot. 

(4) In case it receives permission to downgrade or deetroy 
the document, remove the Signature Record and Cover Sheet, note tho 
particular notion or disposition at tho bottom of the Shoot, and forward 
the Shoot through the Office or Staff Section Message Center to Special 
Distribution Unit, Central Records Section , Services Division. 

(6) If the document is intelligence material, forward it 
to the Reference Branch, ORE, for permanent retention in tho TOP SECRET 
files of that offioo. Here the Signature* Record and Cover Sheet will 
be removed after notation has been made thereon that the dooiaaecit has 
been filed, and the Sheet returned to Speolal Distribution Unit through 
tho Office or Staff Section Message Center. 

(6) If a document is of speolal administrative nature, 
forward it with Signature Hooord and Cover Sheet still attached to 
Special Distribution Chit for fils* 


Approved For Release 2001/09/06 : CIA-RDP81-00728R000100010001-2 


25X1A 


Approved For Release 2001/09/06 : CIA-RDP81-00728R000100010001-2 
CIO MAHTJAI* OF AW I HI flTHATIVK IHSTRUCTIOHS 


3. Outgoing 

a. Oo neml 

A TOP SECRET document prepared in on office wi ll b«i proc- 
aaned In the following mrmori 

b. The originating of flop will y 

(1) Check to aoo that it conformo to CTO correspondence 
and/or Security rogulationo. 

(R) Insure that noourlty olmasiriciitXon .‘mu boon properly 
affixed with appropriate authority indicated for the olasnifi cation. 

(3) Propara Receipt Tom 30-15 to bo attached to tho 

document. 

(4) Prepare two envelopes, tho smaller to bo sttuapod with 
the TOP SECRET classification. 

(6) Attach a TOP SECRET Signature Record and cover Shoot, 
Form 30 -IS, to the documant. 

(6) A a Hi gn to tho document n number preceded by the 
authorised initials or symbols of the preparing office and enter tn 
the TOP 3KCRET log. 

(7) Deliver tho document to the Office or Staff Message 
i-^ntor and receive a signature receipt in the TOP SECRET log of the 

v ’iginating office. If the originating office is in a different 
building from that of tho Office or Staff Message Center, n TCP 3KCHK? 
Conrier ehould be called and a sealed envelope given him containing 
the document, the Receipt Form 58-16, tho prepared envelopes, tho 
Signature Record and Cover Sheet, nnd a Document Receipt (Korn 58-16), 
the latter for execution hv the assistant TOP SECRET Control Officer 
of the Offioe or <Vfcaff section Message Center. Tho originating office 
will require a receipt from the TOP SECRET Courier for the sealed 
envelope end its contents. 

°. The Assistant TOP SECRET Control Officer will : 

(1) Sign Xbr the document in the TOP SECRET log of the 
originating offioe, or open the sealed envelope delivered by the TOP 
SECRET Courier and execute the CIO Document Receipt ( Form 38-16) which 
will be returned to the originating offioe. 

(2) Record the document in the TOP SECRET log of the 
Offioe or Staff Message Center. Special care must be taken to insure 
that each person handling or processing the document executes the 
attached Signature Record and Cover Sliest. 

CONFIDENTIAL 
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(3) Chock to boo Mother the document has been correctly 
prepared* proporly signed, and rooeipt and envelopes attached for use 
of Special Distribution Unit, Central Reoords flection. 

(4) Deliver tho document to tho Special Distrubutlon unit 
and receive In his TOP SECRET log a signature rooeipt therefor* or, as 
an optional procedure, enclose the document (to which will bo attached 
a Document Rooeipt, Fom 30-lQ) in a ooaled envelope and call a TOP 
SECRET Courier. The TOP SECRET Courier will sign a receipt fbr the 
envelope and its contents and make delivery to Apodal Distribution 
Unit. 


d. The Special Distribution Unit wlll t 

(1) sign for the document in the TOP SECRET log of tho 
Assistant TOP SECRET Control Officer making the do l ivory; or, if the 
material has boon dolivored by TOP SECRET Courier, sign the envelope 
reoeipt and the enclosed Document Rooeipt (Form 30-16), the former to 
be retained by the Courier and the latter to be returned to the 
appropriate Office or Staff Section dosage Center immediately. 

(2) Record the document on the standard record slip 
(Form 35-1), one copy of which will be returned to tho Message Center 
of origin. 


(S) Insure that a Reoeipt Form 38-15 has boon prepared, 
as woll us the envelopes necessary fbr tho dispatch of tho document. 

(4) Insure that the Signature Record and cover shoot has 
been properly executed by personnel in Special Distribution Unit who 
have handled or processed the TOP SECRET document, 

(5) Remove the Signature Record and cover Shoot noting 
thereon tho disposition which is to be made of the document. 

(6) Remove and file the Central Files copy of the document. 

(7) After preparing necessary envelope records, do to rains 
the correct channel for the tr&nsiitt&l of the doeuM&iit and do liver it 
tho re to, 

4. Inter-Office 

a. The Originating Office wlll t 

(1) After checking a document for correctness, security 
classification, and authorisation for such classification, moke proper 
record in the office TOP SECRET log. 


nON r 'OENT 
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(2) Attach a TOP SECRET Signature Reoord and Cover Sheet* 
Form 58-15* to the document and indicate on the second lino of tho 
Covor the nnno of the first parson to whom the doouuumt will bo 

limit. 


00 Deliver tho docujaont to tho fcoiutant TOP SECRET 
Control Officer of the Office or Staff Massage? Center mid aoouro hia 
signature In a TOP SECRET log; or* os an optional procedure* urioloso 
tlic docuraout (to which will bo attached a Document Receipt* Fora 38-ION 
in a sealed envoi ope and call a TOP SECRET Courier. Tho TOP SEC HUT 
Courier will sign a receipt for tho envelope and its contents and mko 
delivery to the Assistant TOP SECRET Control Officer of tho Office or 
Staff Message Center. 

b * Yho Offlco or Staff Section Moosago Cen ter willi 

(1) Sign for the document in the TOP SECRET log of the 
originating office; or* If delivered by TOP SECRET Courier, sign the 
envelope receipt and enolosod Document Receipt* Kora 33-ld, the former 
to 09 retained by tho Courier *nnd the latter vo be returned to tho 
originating office. 

(2) 3ntor the TOT 3 EC; RET document in tin: Passage Center 
TCP SECRET log. 

(3) Insure that each person who handles or processes the 
document executes the .signature Record and cover Sheet. 

(4) Deliver the document by Assistant TOP SECRET Control 
Officer to the receiving Office or Staff Section Message Center and 
have the Assistant TOP SECRET Control Of floor of that Office sign for 
tho document in the originating Office or Staff Section Message Center 
log* or* will send the document in an envelope covered by a receipt by 
TOP SKCHET Courier to tho receiving Message Cantor* insuring that a 
Document Receipt* Fdm 30-16* is enclosed i*or execution and return by 
the Assistant TOP SECRET Control Officer of the receiving Posner© 
Center. 


Q* Tho Receiving Message Center will s 

(1) Sign for tho document in the TOP SECRET log of tiie 
originating Message Center; or, aigi the envelope receipt and enclosed 
Document Receipt* Form 38-10* the former to be retained by tho TOP 
SECRET Courier and the latter to be returned to the originating Message 
Center. 


(C) Record the document in its TOP SECRET log. 

(5) Insure that each person idio handles or processes ih© 
document within the Message Center executes the Signature Record and 
Cover Sheet. 
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(4) Deliver the document to the reoeiving office by 
Assistant TOP 8BCTUST Control Officer who will obtain a signature 
reoeipt in tho TOP SECRET log of the tfenaage Center. If the reoeiv- 
ing office is in another building, it will be nocossory to deliver the 
document by TOP SECRET Courier, t)u» oustouuiry receipt being obtained. 

Upon receipt of the document, the receiving office will sign Document 
Receipt, Pom 88-16, end return it to the Message Center. 

d. The Receiving Office will ; 

(1> 3i#i the TOP 3KCRET log of the Assistant TOP OIXUIIT 
Control Of floerj or, if the document has boon delivered by TOP SECRET 
Courier, sign the envelope receipt and tho Document poooipt (porn 8C-1(>), 
the former to be retained by tho TOP ti’.CCim Courier and tho latter to 
be returned to the t, T eenage Center. 

(2) Record the document in ita TOP SECRET log. 

(8) Insure that each pore on who uses or handles the 
document executes the TOP SECRET Signature accord and Cover Shoot. 

5. Outgoing TOP SECRET Intolllgonoo 


a. Instruction 

AH CIG-produced TOP ST XS1UST intelligence documents will 
be distributed by the Special Distribution Unit, Central Records 
Section, Services Division. Upon roceipt of such documents for die- 
tribution, Special Distribution Unit will supply the uriblnatiug office 
with a consolidated Receipt (CTO Korn 35-8) for all copies. It will 
then distribute the documents 5.n accordance with existing security 
regulations. 


25X1A 



TELEPHOTO SERVICE 


1. G eneral 

a* The CTO Telephone Switchboard is operated on e 24-hour 
day, 7-day week basis. The telephone number is Executive 6115. 

b. Official telephone extensions in CIO are to be used for 
the transaction of official businecs. Pay station telephones are 
provided in the corridors of buildings for use of individuals in making 
personal calls. 

2 . Directory Servic e 

a. A CIO telephone directory is published periodically to 
furnish telephone information on personnel of CIO, Government 
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Dinl Codon, nlacollonooun nimborn froquontly uood, and i;anoml liifoma- 
tlon relating to the uoe of the dial telephone. Tolephono direotoriee 
contain classified information and an suoh want not bo romovod from 
CIO promises without permission from tho Security Division* 

b, It will bo tho responsibility of oaoh Offioo or Staff 
Section to forward to tho Chief, Servicon Division, attention, Chief 
Operator, up-to-date rontora of jjerncmnol, notices of chanson in 
oxteiniono, and information oonoeming deletion**, in order that an 
accurate, current directory nay bo maintained* 

o* TJnployoos may oall rxtoniiion 481 to obtain on ux tendon 
not listed in tho direotory, or any other telephone information. 

25. hong Distance Callfl 

a. Authorised Ion*; distance calls of an official nature nay 
be made through the CIO switchboard fncllitio© by calling the Long 
Distance Operator ( Dial 01) • 

b. 3acH Offioo or Staff Section will furnish the Chief 
Operator with a list of the officials authorized to approve long 
distance telo phono calls and no long distance cal 1 a trill bo placed \m- 
leso approved by such officials. 

o. Long Distance calln should bo of ae ohort duration no 
possible and should be made only when the business to be transacted io 
of such urgent nature that opoolal null or telegraph facilities would 
be inadequate, or when oiroiMstanoes diotate the necessity for personal 
oonnuni cation* viien practicable, long distance calls will be made 
station- to-station rather than person-to-person. Cl ft switchboard and 
telephone facilities are not to be uaod for placing long diatiuico calls 
of a personal nature. If # under onjnrgouoy conditions, these facilities* 
aro used for personal calls the Fiscal Section, Finance Division, will 
collect from tho user trie commercial rate of tho oall, plus Federal 
Fjccloe Tax. 

4. Repair or Other ‘Tolophono Sorvioe 

Hoquooto for necessary telephono installations, repairs, or 
other related aervico will to communicated to the Chief Operator* 
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. , H u \ i ,l * r|>00 ° ° r thi » instruction in to assign tho responsibility 
' " u(; nblinh tho routines for processing tho transportation of CIG ceu- 
ployooo, thoir immediate families und/or household goods and cffoota, <«d 
tho transportation of official supplies mid equipment. 


^ • Amotlona and H.ortpomUblli Ivl o u 


a. Clio 
jjonni b.lr» for; 


franuportutiion bac f 


** * ; °rvi cow iix vi m i 02 1 , v/til bo reo- 


(1) Arranging all transportation for flu civil iiu> ami military 
porsonm’ 1 , including movement of Usrodiato fewilios and household offsets 
^r« permanent change of station is involved, procuring hotel, air nr,! 
rail reservations, arranging travel itineraries, issuing Transportation 
/equoutuj securing, for overseas travel, necessary theater olom-unoea, 
passports ami visas, necessary air priorities for traveler ami anv exeoun 

roaf? rvixtio/is of space, and briefing of truvrU«r» 

(2) Arranging for shipment overseas of supplies and equipment 

talnin UUK l P1 ° P if a ^ l0,! ° f no ‘ :uaaur ^ «hipi»in G and related documents,' aain- 
tuinlng close liaison with l. Despatch Agents, forts of Embarkation 

-aii^'for 1 n{ inS >f Ynm8 i ,ortatioJ » " Artsy, and Air Transport’. Tom- 

,unr* lor ' otaxnin,; space rtiaarvabionR, 

_ Z™ idin - ‘ ator ^runsportation for civilian and military 

personnel on official business in and around the District of Columbia: min 

Stor^olf r “ ij0 ^ r ” ?Rir ' • tar *e* •»* assignment of all vehicles ik tho 


„ . ** Tho traveler, tho dffioe or Staff Sections concerned, and 

various other oi. iciala and administrative divisions will be responsible 


3. forms Used 


. uthn p.. U f rt8<1 b ®l°® *re forms or other dooumonta used to request and 
authorise transportation, together with a brief statement as to the initia- 
tion and purpose of eaoht micia- 
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' l<* li\ MT.\I » • ;» f! 'ATI VI pmr a! ’TT ffS 


y ^ rtT: M-ti, truy iti iiocjuqHt , ill InLtUtect by t tw g^naor- 

■jfTioo >r JUkVT Moat ion to roquent do!V;i? tio travel l\,r ar. o »;>ioyea 
tun! i« tlm butiiii on which Uio irnna^urta u:*,on .motion uxocutoa n Truvul 
Onhir. 


b. .’’on Mo 

tntjon onoCion t < > <Ii roo t V . I o Mr uvTTT 


34-4, 1‘ruvol ;rdor. 


nx»auc*d by bln? rrur.apor- 


— •" o*-^lo; oo at ^uvurrruout o^ponaa, 

wild lu the buaiu on which th«» a^U oymi n.a;/ oiuLvi rninhuroiiMonl for ox- 
fj on a on inourrod in aummotlon Lhoranitti, 

c * ‘ Mu. 3d-»<'M, o>ji ioat i *« j r , v o r » oh t* 1 r nn o po rt u t i on t i n 
ini tiatod by th* upousor in i: or “Ttnf f nation to r o“JtTovara«ua 

urwvoX ol tho o*jploym> suit I la mod to uuuuro nil roquirod olonrunotuu it 
is ulao tho bniiii* on which the '.'rnraiportncion ;»otion arrut; f/ ^i tnv:».>r>r* 
tution for tho owployoo. 

, Ml ^ nr Antoorig i n t> <*r;m/;out Mhtin,/ v of official 
station is oxoajt.ofi by tho chief, i iirnonnc' l jilvi cion "to '"establish tho ''■tot 
that the tn.ni. for la to the interest of tm. govornr.unb, and oonutltutea’ 
tho basic authority by tho rt-w.oy for the trar.uporv of too o.--.yl..voa, .,i„ 
iamediuta fa-illy and household j-.oo.ia turf effects. Tho for..; auut bo ex- 
ecuted prior to oho data actual transportation begins, and .■wet cental*' 
all basic authorisation# to b« ,, ranted luannuoh iv oubaottuor.t a.-u« ft d-wn« 
oariiicru bo w*do for the p-.rpouo of yon*. in/ adcii^S on&JL ftvbhortbv. 

°* of borvlo^ a^roe^iont by M/npX ovoo is oxoouS^i bv an 

employee going ovorsaua to indicate his agro ru in in at an overscan 
plHco of onploymont for a Miniums pnrioo of twenty-four months urn; nerves 
i.s u.b oasis for authorisation or disapproval of travel fro; ..vorsaas 
yo.uiti? -to tlm United itutmi at -;oV'»r. v uat>n cxponao. 

f. Korn bo. SU-2Y. I'B.juorit for loviwmit of )Uiaily nr.<i /or Houao- 
noi-j oq tfl , is initintod by tli-> o rpio./oo to roquost Uio ;.ovo:uont of his 

fa;nl ly and/or houaahold of foots in oonnooLion with hia chan. « of official 
station, and to provide particulars thoroof. 71m ori^lmu and oua copv 
aro f. orwarood to tho fransyortation Uootioa to bo used a6 a basic for ar- 
ran r> n K tho transportation of th-. fnr.-.ily. r n tho caso of -voruosa trana- 
for, a copy is retained by tho Transportation Olearanc® -ffioor to bo uaod, 
a. ttw proper time (bee -action m «» ! »3ia for rv^uostinp, tho f.ardo 

unit, transportation .Seotian to ship tho enployno's Uousohold t ;oods. 

«• Ho. 36-4, Kaguoat for Jvoraoss SIU 1W ont of Cargo, is 

initiatod by the Transportation Clearance dfficor of tho Jffice or ;itaff 
beotion oonoornod to request the Cargo Unit, Transportation Section to pro- 
ceed with the covenant of tho employer's household goods or personal effects. 

, .. _ h * ‘ or:j j 0 ' 3G ~ G » Ho quost for Pick-Up and ho I I vory, is initiated 

01 ! a rf nco JtrLo9r to furnish specific inforaation to 
the ourgo Unit, Transportation ;;„otion as to location at »r;ich the pick-up 
or the household gooc.s and personal offoots should bo nade. 
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'I'd i! lAT-l ■ A * >)• TlV*. l :did 


4 • Information V'n' t‘r v /ulur 

imulo info run cion relating co twv#l u o.mtain.«» ii- u,- ;t 
■t«r<u>!.Hl Vovomaiont i'-uvel >J.u, uu uswnded , tt i«» dur.mu of u„,‘ 

tniitw- A-/, u„vi.uo<l, In for..iu (.Lon covered t>., Uiuhu basic in- 
atruottijiw is nut reproduced In tain iniwol. Van i’uUoaliia paru.ruuhn 
**' 1 Jrt ‘' isratlvo jwliclini mux in forma ion pertinent ;.o tr’uvni.. 

»• i ’nr 


wri iind in 


ror di<n 1 r. ) 1 .#mi :> 
trui /ruvol ,'rdor, i'>p. s 

.f-.jr truvol. thin tin* yoiii. .I jum u.1 jj J j, dtab 
in wirouiM* a -7 "or t,r..v».»j lev $ ti <, 

l,, * r *'ill bo iifw uni?* iisiod in <vrv.*ut,ii» 

;;ontJ nuann travel r,f mru Un.-.r t>l } t , •’ ,- 0# 
ut the co. u.mooaant n* t-wnilm, a 
trio rw v.m for o owlgmlur uuy u 1 » 
or j ruo ,,,•**• 
sj T ‘1 i o l*i Si tu t. j on i n i; ft;.# ~ , t ; . I ; i 
d;'J0 iV** or j‘o 
ciior^ou will bo 


uuri?i.^ <ii.vt.iMn, 
tiorisj, foos un<; 


b. hi lit in Vrv/o : j tii Lu,; 

(i) If Uiuvf* i*f ;-J»j;omco of fi/p..' 
.vli'.ain &rM.vylor*u *)nt bribed iimir.u 


* niiy 

abxi'u)! 

ws j.r 

*! 

AOfWi 

I j. : * *. 

lirow , 

,juid 

b.v Ui‘. 

tr'i 

Vtli 

*>r f 

nn ill 

v ->ur 

Itvur: 

id ry . i 

(.’.ij is 

tirai 

• ; _'* 1 

ai ,Ui 

roo,:. 


J'ikXis 

* r * < * T . 

< » I 

■ . . j 

,p ; i 

'■* T*\ i J • 


•’iv-i '?? 

■tin.;. 

!i:.d 

yro, 

aai.u,;, 

a;‘ cl; 

f lad 

r,in f> or w/i 

* ; rv 


i. ik i* ' 

t* i itl 


’luh ? ic* triTiou A- 1 .u u,, uUo.uii »*r, »*uUi~ 

,/ix i. ri ur;i r a to ti u ro v b . i ) ; po r any 
uhti tVr rntufi j»rinujribod 
• \ ni toh tuO' u. P.’iN culon— 

t ul ' r *Ji rr. ■* al for 

>r fractional jmrtfi of ,t du; r 

ii;h r;,jn # # j root:;: Lruvol , one- of 

i . .. ,1 bti'o.i .'r '’.wii phr loo o.f ifi». jours) 

m* rilonnu r.uro iron 

tiT| s jn Lot, r.iv.n.i .4 ay ori *^r to 

■i»urfo« foUo^inr 


oMo.-.ai ...» roar; 

*• 4 if»l *0 00 L’.:? dfl — 

I ’ I .. 1 o r ii » 1 0 r- j o r t» 1 < >n 

* • of .ucv* 


ihO L>C. 


a' o*i j .'.(iiiiii t oy 


. — v* l >n -f djvnn nilowango will tonui- 

■ ltUo c>r i>,3 din at tbo aa;ri.o tt*o; otbon/iao truvnlor will h*i ra r-r.lof uri 
Tty in aubsitttojjce statue until nUnxi c ht of ohu iacfc nav ou^hioh act ua* 
servxoo ifl rendered ,rooo<nHn,; tho of nbaonco urn. iVu^ VU'Jl . , 

°“i °V hi0 fr' tUtti 30rvi0t ’ lc M,avo Of ubsanoo -.^1^ 

ro-oidJ T y '° r rf ° r l * aa ° f tno i>™ arib ‘>' } "orkin,, huun- will b« dia- 
re^ardad for uunoiskonco purpoooaj ./r.oro It oxcooda nnlf of tin, aroaortbod 
wwrteAn C 1, - ,ur ». ao oubaiatonoo will »« dlowd for that day. 

. . ^ f ^ ,0 ®ffo°t of aio- a nd/a r annual iouva upon thu oon- 

, s ’* t V‘ V ° iw f’ a dttaicil ° ut , ' oli *porary post of duty chall bo ad«in- 

upon the circuiiotar.coa ourroundin c the leave, and 
final uut.iority xor such determination will rest with the Certifying jfficor 
fiGcal leotion, who approves the account for pr.yr.8nt. ‘ ' 

°* ^ va nco of Fund a 

(.hero neooaeary to defray costa of contonplutod travel, on 
application .or advance of funds may be node to the Kiaoal Cootion. ~i,umoo 
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in accordance w 1 fcU Instruction;*. contained in uiu Instruction 
HU the traveler upon rxeoutio. of a Mon ; of J ndesiii 1. ty • Goat 
of Uin prmiiun For such bond (fcO*Ol>) in borne by t hr? traveler# 

d. Ho a pons lb 111 tv of inn Vrnvoior 


X’ijo traveler »vill bo ronpormibi n for: 

(1) oxuLViinii^; Min frtivol 'fiior to Go tor sine tout it 
specifics all roquir»>m#mto, including noiio of transportation, period 
covered, plucus to bo vial toil, any ;pnclui uubiiori cations , por ci o:a or 
otJnvr allowances. If the Grdor ionjt not provide adequate coverage, an 
nnnmimont should be requested t’lroj. h proper channels prior Vo departure. 

(2) 'luintal niii: , accurate rooor« , i ! ! of tint* of departure 

t n>"j find arrival fit nation a, nff.ici.rl ?:, v .pondi turor inc < ndin,-. copies 

of toW;rn-u* and any ouid receipts. 

( 3 ) ascertaining if through, excursion, or reduced rate 
roumi trip tickets can bo obtained, The fact that the existence of such 
rates nay not have boon known to tnc traveler doots not roliovu him of res- 
ponsibility of obtaining low oat ruto;,;. hot traveling by common carrier, 
Government 7 raj is per tut Ion iVoqueato furnirmod by T raruportn ti or Section must 
be used, 

( 4 ) submit tin,, public Vouchor for koi/uoi rsoswnt of 

Travel and >thnr iixpoiuioa lno.iu.iin.,, for btandard For*n 101 2 , In necsor- 

dunce with ino truatioria an own in GIG Administrative Instruction • 

,i\y unused portion of tl aketa must bo attached to the J l o inbu r j . orient "v i ) u o » i c> r . 

(6) exorcising utroost cure in hurdling unexecuted Trf.um- 
por tot ion Requests slnco the value of I03V or stolon ’Uv.juosts nay bo charged 
to the employee. In the invent of loss or bhoft, traveler must report the 
numbor(o) of the Roquost, whore appropriate the number of the boo!- In which 
it was contuinod, and an explanation of the facts surrounding the loan +*€ ert 
thoft to Transportation ooction which 7*111 ’’orwurd the information to Fis- 
cal ‘.Section for report to General .tooountin^ Office. If such inquests sub- 
sequently are loeatesd, th«v rju3t be fonvordod immediately to Transporta- 
tion deotion fur cancoilatiun. Requests forwarded throu^n the nails must 
be registered. 


D0UKSTIC TRAVEL 


The procedure outlined bole?/ is applicable only to travel by vouchorod 
funds o^ployoos performed entirely within tho continoritul Units of the 
Gnited Gtatos. 
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I# ^°kl°n by lirju^uodln^ J iTica 

Tho requesting of fioo will prepare iruvcl Ke^uest, Ion*. H o. 
rf j — 5 , lu duplicate, have it approved by Uio Cuiol of tho ij’fioo or v » tuff 
beotion or nia designee, ni.d forward it; to t..u Transport*!.! on ;i«uti.on ut 
lonat forty -eigHt hours prior to r.ho tim travel iu to begin. To o/uoml 
a pr-vl ruiiy iaauod Yrnvul Order, tho requesting office will mUml t u 
now l«\»ra ho# b4-B in tho sumo nunncr* 

f ' • Action by Transportat ion bncLion 

Iho i. rui importation 'loot! on rf.i 11 prepare u Travel 'Then*, lorn *<o. 
5u *-4 , huvn tho necessary obligation on ^nblizutod oy tho /iacai 'isotion, ai.ti 
provide tho traveler sri. U> tho o riginu 1 copy of t*io Qc her as author! ty for 
.hin travel ami for ubm uri a supporting paper whtm claim is aubinittod for 
roiaburaemu nt of expenses incident to r.i« tr?*voi in accordance with "IQ 

lnotruotion^H| • i’oo TrHusportAifciou Auction will urrttn^o for racor- 

vafcions, identification «urd;j, and Transportation Koquoats where appropri- 
uto ami will brief tin: t;mvdnr on +.ha rules and rogulut-oi.a yorU Ini in- 
to official travel* 

b# Poraunant Change of .♦tut ion 

a* tho n domestic .ravol involves «. por-nnont chart ,o of official 
station, tho requesting office wi.il proceed «j indicated in r.crugrapb 1 
above, unu at the stuie tlno will initiate roiv*. o* .’57-3, for/ionnol Action 
Acquest, obtain approval of the thief of tho JfTico or btaff* Auction, ana 
forward tho Personnel action bequest the -'orflonncl hi viol on* 

b* Tho Transportation Section will route a impy of for i Au. 

'tbo Chief, forsontiel bi vision, with a request that a "Transfer 
Letter Authorizing iVmmtionfc Chau ;e of ; nation 1 ’ be prepared# 

c# lixo i orsonn-sl pi via ion will prepare tho Transfer .nrttor auth- 
or! tin:; t run op or tut ion of the a iployoc, hin i:nuodiaoo Vn..\t iy , hi?i ho use - 
iiold goods and personal off acts, uulosu specific roquo&t isV^dc that no:\o 
cl tnoHo itoiaa shall not bo authorised; retain one oopy of thu transfer 
lotter, forward trio original to the a ployso, forward two capias to tho 
iisoal section, rinaricc division, ana two oopitss to tho Tratisportation hoc- 
tioxi# 


TKAVKL TO iK)WTS 


The procodure outlined below is applicable specifically to travel 
froa tho United dtutos zo overseas points# either for the purpose of a per 
nanent change of official station or bonpora.ry duty abroad# 


CONFIDENT!*! 
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(MU UAKUaI' )!• A ‘IN lU'7.’!(AVr/b INST NUGTIdMN 


1. Action by Requesting Jff loo 
u. Initiation 

doquectu for movement of personnel to ovoraoas point o will 
bo initiated in duplicate by the sponsoring office or Staff Section on 
.‘orm 'Jo. 3d-23, kequoat for Overseas Transportation, In accordance with 
instructions on the reverse thereof, aiul forwardod to the <il licial do- 
oignutod as Transportation Chnrunco Officer for the Office or iitaff Sec- 
tion concerned. 

b. Clearance 

ilia Transportation Olcuranoe officer will arrange for nocoo- 
«ury oocurity. assosuraunt and foriumnol clearances, physical examination, 
imwunUation, training unci indoctrination of wiployoe. He will establish 
necessary follow up records to insure that the foregoing itc-.*ua are com- 
pleted by too M uvni lability du»«'’ indicated on or-i »o. AfS—23. do will 
ai( ? n Horn 3ti-23 and forward it in duplicate to the Assistant i.droctor 
or liia designee. 

u. Approval of Request 

The Assistant Jiroctor of tho Office or his official designee 
shall bo the approving official fa r Requests for worsens Transportation. 
Upon iiio approval of form 50-23, Aoction <\ thereof will bo detached and 
retained in tho files of the requesting Offioo or :> taff Jeotion. Sections 
;5 and C will bo routed to the Transportation section us & for nwcuaa- 

ary action to procure transportation for the employee. 

2. Action by Transportation foot Ion 


u. Preliminary Interview 


Upon receipt ,.f Peru Jo* 30-23, the Transportation Section 
will arrange n preliminary intorviow with the prospective travel or busiid 
on a standard check: list covoring all stops incident to the travel, i*o«, 
financial arrangements, indoctrination, physical examination, I.^uuni Ration, 
necessary clothing and equipment, conditions to bo encountered on route 
and at destination, etc. I toms to be accomplished will be indicated on 
the chock list, a copy of which will bo forwardod to the Trriraportation 
Clearance Officer of tho sponsoring Office or btaff Section for appropriate 
follow-through. 

b. Travel Order 


Travel Order, Fora No* 34-4, will be prepared by the Trans- 
portation Sootion in on original and five copies. The Travel Order will 
indicate the appropriation and allotment chargeable and total estimated 



i \ 


A 'V * i . ■■ 1 
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ooMt or tho trip. The original mm four aopioo, ono of which aha.ll bo 
u aortlfiftd trim copy, will bn tmnawittod to bhn Klaoal itaoblou* Kin- 
f no<s for obligation. Tim original and ...no copy, th« iatUir 

ocmrin^ ovxtloiujo of obligation, will bo roturnoti to tho Tranapor tation 
tf oat l on. Tho original ot>j>y of Form do* 34-4 will do given to thti om- 
ployrtii an uu tnority Tor hiu tmvni and for u»v> us a aupjjortlriic paper in 

or expanses Wdent to at. travel in accordance 
rti bn blu mu. ilni ijtrubi vo uui bruit tion „ 

a * Citmrun co Ourtil'ic nt.o 

tho i’ranupo r tat ion >ootion will arnu\,o lor puaaportu # 
viauy, JuUmUfi oution rononrctioiin, Truimporbution M>uu©ots, uiui 

inoat or ^OM^andera 1 approval and air priorities w/ioru appropriate. Vho 
iranaportHtiou Unction will asoortain iro.« tau Tranaportutiou Cit, arunoo 
•Ji/ icar taut UusunUutions, oiouranoes and other ituaa on tU« oheotc list 
huV " '‘00*Vli«.W owl that U»« traveler in available for departure 

? i ‘ ClU, ‘ iulod ‘ -i^ion C oj' ora do. Jd-;:3 will be dotaohod and fo rwaraed 
to fcn« initiating ofilwr us notification or e:;yloyoo ' a date of departure 
*. ir f luu ‘ ,0f " oatiou .'ieotlon -..Lai tlum issue u vlounuioo Certificate to i n - 

ior..: tr.o oaployu. its to time and -joint of departure and will authorise 

. l ‘i ‘ >rooont! to th « )>or « of ;inbnr cation, and will arrange transportation 
tt i ere to* 

d • do tifi eu. txori of ipt.par tu.ro 

(1) ,iftor dopu* buro .j, eiapluyeo fruAi iumdcjiiarbora, thn 
■Transportation boo tion win notify the sponsoring iM«« or cuff action 

ir( * voi -lotion. Finance diviui on, of Sue data of ouch 

uoparturo win tiw data arm tiw» employee is reoulrod to resort r.o tho •o-t 
or jinbarkation* * * ' * * 

(2) Upon departure of tho enployeo fron the port of Mbar- 
pation. tno 1’ruuyortoti on Motion will notify tho sponsoring dffioe, tho 
.ravol Lnxt, caui the appropriate Chief of i-leoion, 

e. doufir^muion or arrival 

. arrival of tli« enployeo ut hi a UorUiriatJUu, u»o chief 
oi ui.sion will notify tiw Transportation Sootion, who will infcr.-a the 

sponsoring pffico and the Fiscal Section of the ti»e, date and olacts of 

arrival* t 

8 . fo naan nnt Change of Station 

, - a *~,f h f r ? til ° r ®^ uo8t for ovorsoas travel InvolvoB a peraianont 

change of ofiioial station, tho Requesting Office or Staff Section will 
concurrently with tho preparation of torn 3d-2S, initiate a Personnel 
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Action Kequuat, ^torm 37-3, obtain approval of the Aosiatunt Jirootor o. 

f0rWHr ' 1 t *‘ u ‘’“raonnol Action Hequoat to tho Personnel 


« * i 3 * lh ° fran “l ,ort “ t i on :! «Otion will route u copy of for.., ,; 0 . 

fittor t f « f ' Per “ onno1 Mvlttion with roquont that a "Transfer 

I-ottor authorizing I’emunont Change of litution" bn prepared. 


lOotlon 


Xho Personnel iUv! sion will proceed no outlined under 


travel fro, 1 .; ov/kaiias pji.nts to g,s. 

1’ho procedure outlined below U applicable specifically to travel 

22 7:?XJ olnta i" u - s - oith<jr for *• U-po.. o/ap^i: t 

change ol station or for temporary duty in tho United dtntes. 

1 * Cleamnco cunt Approval 

Whenever tho Chief of a Jii.Bion abroad wishes to return an «- 

l7 o nit;Hd ; !5tUt '’ ,i f ° r t0a P° r *O- futy or pomammt change 0 f sta- 
tion, he wj.ll forward a request to tho V, ashing ton -.iffiot. or 5 tuff notion 
ooneorned. She Office or Stuff Section will initiate Kora 30-23 in a 
similar m inner aa for an employee who is to proceed overseas. This form 

S“ta”L p . r ^L^‘o;. l ”' t Jlr "°“ r “ r “* “0 

,, , I~n.port.tlon 3,otlo» will prop..,, tho M ..-J.r. ,„ m 

34-4, and will forward tho original to tho travalor v/hn :.inv Pu (j '"^0C M 0d 

w LnSf f ther -f • X K, tha 0,189 ° f an Qrae5r t' 0,i cy » the Transportation 
ooction will forward a cable to tho Chi of of the Overseas fission iufom- 

ing him of tho date on which the traveler nav proceed. Xn -such lrstancer 
tho traveler will pick up his travel order upon arrival. “ 

2. Permanent Change of Station 

be lnitie X L\-s r ^ ttnOnt .° Jl,i f iS0 ° f stoUon is involvod, a rorm 37-3 will 
P9 ^n_t_a^^d and sorsa ro«d to tim reroonnoi division « 

/* 1 r^aportation Section will routo a copv of tho Section 

of th. Ifa qu.at, P. m JM, to th. Par,.™.! M «, J ' £ tt. 1^“ it 

• ry Transfer Letter Authorizing Permanent Change of Official Station. 

Form %a J ra ”“P ortatlon ^eotion will then prepare the Travel Ordor, 

Fora 34-4, and will arrange the transportation in the usual Banner. 
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I^gggggT y *A*ty In thin United Jtatoo 

a* Action 

(1) Temporary Luty in tho Hinitoci Utatoa for an employee 
stationed overseas must bo propondoi antly in tho interest of tho Govern- 
iaont # and as a general rulo, tho period of duty should exceed any leave 
whioh may bo granted tho oiployae. 

(2) Caro must bo cxoroiaod by tho ftequ* sting Office in tho 
selection of an employee for temporary duty since tho official oupacity 
of that employee will have a bearing on tho allowability of oxpcnsoo in- 
cident to such duty, e.g., justification of temporary duty for a clerk;- 
stenographer would bo difficult, 

b. Loav o 

Whenever an employee -vho is on tempura ry duty In tho United 
Sfcatoo s ponds part of tho period on leave and part on duty, he will be en- 
titled to por diem allowance only for tho period actually spent in a dutv 
statue, 

4, Returnee s 

Xlio a ranaporta tion Suction will provide* tin eacori. to ncot ro« 
turnoeo at tho fort of Debarkation and will arrange transportation from 
tho fort to headquarters when such escort is required and specific request 
is made therefor. 

25X1A 


jf VAUILL^ A liij/rm liJIJCJ-riOhi; GOODS 

1 * General iVovlaions and Uimltq tl o na 

Tho provisions and limitations of ihiblio Law GOO and Executive 
Order 9306 shall bo tho basic authority for tho noveraont of families and 
household goods and personal effects* 

a. Transportation of the employs*, hi* iauuouiato family, and 

his household goods „nd ef foots must be authorized by the head of the Agency 
or his designee in a transfer order whioh specifically states that ths trims- 
for is not for tho primary benefit or oonvenionoe of tho employes or at 
his request, (Section 4, SO 9306) 

b. The Government will pay the transportation cost of th em- 
ployee’s immediate family" only. "Immediate family" includes wife, child- 
ren under 21 years of age and dependent parents. In-laws are not considered 
as part of the immediate family. (Section 1, E0 9806) 


0NF1 
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o. 'i'ruuoporfctttion oV tho iramodiuto frilly of tho avloyoo ahull 
bu «ub joot to tho prov iaions of Uho Standardised Travel Kogul Aliens whi eh 
relate to tranupor tution. (Section 3, EO 9805) 

U. I{0'a#$OiVj l(i ilii ' personal effects tfhnii UO'ti i'JC i ii(ic 

i/ition, t \ 9U0 r a , animal j oi* 1 1 ri.l?} no t noooirsury .in the jpejrlVuv-iatiow of ui fi - 
oioi duties, or automobiles. (taction 7, . n ^iiOb) 


«• 7ha imxLuua violent ullowanco for tho tranupor utio:> of hou«o~ 
holc goods and effects iu 7,000 poumlii not , or <37bJ pounds pauicmi and 
orntnci .' or wiployoou with i&uiillou, u/id 2, bud pounds n«yt or 312b pounds 
pacV.od ami crated for employ ooo without fjuiUoa. (boot Ion 17, PBOb) 


f* All tranupor tat Ion allowod 1 1 1 connection with 
of official station of at employ on a hall l>c?gin within fcwj y 
oli active oiiuo of tho tramd or > except u'uit tin,* t i ; :»o ii'iit 
Stull bo exclusive if lime spent in military service anc th 
•Ahich shipping r«.mtr Let! oi\r, r;a.:u travel and transportation 
(boot ion b, M.) 9805) 


tho change 
o aru f ro*i one 
of tv/o years 
o uinc during 
impose! bio* 


6* for-iporary storage of authorised weight •..« f lions oho Id of foe to 
*auut not exceed sixty itey;;. ( Joe lion 2.1, f,j JUOb) 

h. Valuation uf property a a doclurod for snipping purposes must 
not oxaoed that at which tho lowest freight rat os will apply, if em- 
ployes dosirna higher variation he isuiro assume charges incurred in excess 
uf the charges ufc lowest ruvj. (.motion 24, ;. v j 9B05) 

i. Tiio coat to tho hovornnuiit for truimportin,; the on ploy.**, 

hi <i Uiuodis-to family, and his Uouschola gooua and of foots must not exceed 
tnu coat by the .moat coottd&iio&l route between tho last official station 
&nd tho now offioiui station, except that for a new appointee? to on over— 
ocao post, his immediate foi-xlly ami hie household goods and effects :,iay bo 
tra.no per tod at goveruaent expense froii* hi a place of actual renidonco ut 
ti*ae of appointment to place of employment outside continental United 
Jtatoa in accordanco with fubiic GOO, provirfod that such expense shall 
not be allowed now appointooo unloar* and until tho parson Boloctod for 
appointment shall agroc in writing to reuiain in tho CrovenTiient borvico for 
*a specified tisis fc 1 lc*.vi r.g hi a appoint;^sn t unless s 6 par a tod. for reasons 
beyond his control. 


j. fo- eversaa3 trsa importation, tho actual costs of packing, 
dating, draya^n, uiipucking and uncrating (not to oxoo>od aubhorimed weight) 

will bo allowed. (Section 17, FT) 9805) 

k. For transportation v;i tixin tho oojitinontal united States, in 
lieu of payment of actual oxpensoa, reiMbursone?it shall be made to tho 
onployoo ou a coranutated basis at rates per hundred pounds as fixud by 
sonoa in Schedule A. (Section 12, E0 9805) In claiming reimbursement. 


iuu.i >. 
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employ oo will bo ro^uirml to submit original evidence showing point of 
origin, destination ami weight. ('lection 14, HO 980b) Upon execution 
of ii bond, trn advance of fun is imy bo node to employe© to cover the ex- 
pense* for shipment of hauaohold offsets within tho Unitmi States, (ooo- 
tion 10, 900?;). 

2 * Actxon by ivotpu.»t>Liiik > £flun 

a. The Trans p<> r tat .1 on Clearance Officer will: 

(1) have the employee execute Kora ho. 3ti-27, bequest for 
Uovonont of Foully und/or ilouuohol.: ii.ffeots, in an original anti two copies 
prior to releasing tho :{©qu©«t.u for X' **nn « por tn ti on or Travel. 

(T) review tho inform'* Uoo furnitiJjod on ?oru &—?-'/ to do- 
burrlna that tho request in properly allowable in accordance with A,,onoy 
policy and regulation, 

( 3 ) liat on tho reverse of .’onn 30-27 uny conditions inoi- 
dont to tho roquoat, In many oaaoc tiio ;,:ovo:aimt of tho employe© 1 c family 
and/or ho un ©ho Id goo da s md personal of foots will bo conditional uoon tho 
fulfillment of cart&iis obligulitx such an the pro cure. tone of adequate hous- 
in^, the approval of too Chiof of Mi a si on after tho o-r.ployo© has sorvod 

a probationary or trial period, otc. It ia tho responsibility of tho 
0 leu ran oo officer to indicate on tho rovorso side of Form 3J-27 that fchu 
x Ftinopo r ♦nti.oii ooo<**.on email I auvortnin froni who Olouruncn Officer that 
all uucii obligations hav'. Jti'V) mot r oforo procooding with the movoaiont of 
tho family und/or household goods ami offoctu. 

(4) send tho o:.i ; doyoo to tho Transportation Section for nd- 
vioo ^oaoeraini; what coata tho Oovomwent will pay and v/hut responsibilities 
tho do Vermont will am sumo in connection with tho covenant of hi a IVimily 
aml/or housohol goods find effects. 

(0) forward original ami 1 copy of .* om 38—27 to tins Trans- 
portation loo tion and retain n pending copy in hi a file. 

3. Apt ion by Transportation s option 
x. Domostlo Transportation 

(1) In the case of domestic transportation, tho Transporta- 
ti:m Section will, upon receipt of Torn 30-27, advise tho employee to make 
his own Arrangomonts for the movement of effects and household goods and 
sub.lt reimbursement vouchor for payment in accordance with the provisions 
of Executive Order 9306. 



Fwwtiai 
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(^) iiUyXoo tho <i.u } /i.u yoo (,o i*runo port hio i;«i;ujuiu te iu ii iy 
xii uou^rdanoo w-th tiio provriiionu ul‘ Stundurdl ami */ovorrxuwiu ir«voi ,^o— 
gulatMuas , iixo ou &V v y >rdt»r Ulk)b t tuiu Act of February 14, 1U3X, (g : J • b . C *. 
•Xa(a)) 


ntiporta croxi to and .< rui.i Jvorseua feints 


Tho Transportation Section will: 

^ (^) upon retool pb of * un*» $6~27 obtain from tho Glnar&rco 

Uliicor ol Gilo doquouting bffioo n>m •♦<>• 3G-4, uoquoot for .Sverueau Ship- 
aaiib ol 'vur^a* In duplicate; fum ,4, db«b, Uoquoat; for Piok-up ami ^o- 
.U very, in triplicate * m*,*; rum mm requesting arrnngoaienU bo made for tho 
).UiV u.nont of tho o^ployoo 1 a iuiwodlato fanily. 

V**) Ai rnri^ii j,or Jiio crating, piok—up and triuiGportu tion of 
of too tii in accordance with oafcabliHhud auun >r.Uatioiu 


{6, Sou Lao L tho r-ieutborn of tho o; ploy 00*11 immediate fiuiily 
anci arrange for pauaportu, i -vuuni t a ti 01 \a and umdioal examinations, and 
obtain tho nooomiurv transport a blue in uocorduuco w i Lit custabiisnea authori- 
sations. 


25X1A 


(4.) nstublifih appropriate ponding flioa nnd aolntnin a 
iollow-up until tho aovoiaont oi tho household gauds and/or family i » co; 
plo tod • 


fHnN'hbdlvf.rV. i.’lvlA J"‘ *;U f; -'h j -,ij j\,ii . i .ip,.;r2rf 

!• * ick-up 


u* fhu Ol£i<iQ or Staff £ootion conuoruod will fill out • ona 
ho. wii-i, hequaii t for JvaraouB Gldpmont of Cargo, indicating typo of fun do 
chargeable, attach cum copy of requisition of saittorial to bo shipped, and 
i ori/urd 00 cargo Unit, Vrantfpoi <r U»tioxi Section. 

b. hhoro poaaibl* GIG wirohouso facilitios will bo used to ool- 
iect ff pack and crutc; tho property for shipment* Tho Cargo Unit will for- 
ward a ohippin u document together with a copy of Form 36-5, Bequest for 
Pick-Up and Delivery, to Storage and Ibuug. Upon receipt of tho property, 
overage and Issue will forward a notice of delivery to the Cargo Unit, 
anu, aitar packing and orating, will itsuo aa accompli shod document notify- 
ing tho Cargo Unit that tho property, detailed aa to weight and cub©, is 
ready for shipment. 
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b* Vyon rooeipt of tho aiiai^runoivt of upaco, tho Car^o Jnic 
'wii'l issue a not i oo of ahipoicmt to htora^o una inuun or to f;h*f coo^rclal 
ourrltir giving all neoosoary particulars an to the ahipmant* In the ovent 
proporty prepared for shipment by Storage and Issue oannot be ^oved to 
tho point of a; ibar nation by Uh) faciliUoa, a did hill of U«iiH t „ will bo 
Isauod by ta« dar&o b/iit to ofioofc « hi pntm t, fro;:i tho warehouse thr »u«*h 
< 3 o?a:\orc;lttl weans. * to 

3* Shipment to iOftjjti nation 


_ . . lao will 

destination according to their respective procedures. 

4. ^othodo of paym ent 

a * ; ' il ' u iHa of fading will be used to transport natorial fron 
inland points to i-v) L -; in oonnootion with ahipawats tii rough bar an.! batn- 
channels. A copy of the bill of lading will be forwarded to tho Fiscal 
Soot ion for aneumbranoe, together with a copy of "better of !!Wsfor" «n 
the caso of household offectn. Bills will bo presented b.- the cnrrinrs 
direct bo the Fiscal Section and payment will bo r-ado in accordance with 
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Local wot .*k 


TI.AL'Li’OKT^TIv^; 


1* faollltles 


iv* A limited number of jjuason^r oar;* unci 
ttUil D]>o i'i\ Lod from tho Motor » V*ol * urw /quintal; by 
..action f ,r official uao by 


trua*; it, gu.* u i# ed at 
%l i o Tran a por In t i on 


2 * Limitations on Use 


u * t>Ut> ^ c dUU, A'th Congnmt;* provi sion tsuv. h e 

• * •bnltitfg ‘>f;h^jQUuo spool flonlly pr ovldod, no appro- 
priation available for any department shall bo oxpondod. . .^Ifor 
fcho r/iaintenanoo, operation and repair of any ^overrxmenb-ovvjiod 
pansengor motor vehicle or aircraft not u»od exclusively fur of- 
ficial purposes! un<l ’official purposes" shall not include the 
transportation of off lours and employees botwoon thnir domiciles 
and places of employment. . . * Any officer or employee of »;;o ciuv- 
ornraont who wilfully u««c r»r authorises tho uue of a;;y uyverrmoat- 
ownmt pani3en^;er **totor vehicle or aircraft* er of ai.y par. author 
motor veniolo or aircraft leased by the uovornnont, for other 
tiian official pui*poson or othorwiuo violates the provisions oV tain 
paragraph shall bo sun pointed from uuty by tho head of Lit* depart- 
n«nt concerned* va Uivat oc.vr.pt-maaU.o,^ for :u.-fc isj* than ona ,,ouih 0 
anu ahull be suspended for a longer period or aunnarlly removed 
’ram office if o irctjnai.au on a warrant. - . • 


b. in view of the foregoing statute the following ruioo will 

apply: 

(l; Trips are not authorized to or Jr or* the passenger's home 
or place when, mould arc taxor. 


route to 
approval 


(2) Chauffovra 
too destination sot 
is obtained froia toe 


foroiddoix to cioyjluco Xrjm tnu 6 1 direct 
lort’i in tiio dispatch bHip unless previous 
Dispatcher* 


. , , ' 3 ' lh '* ^'‘ir^wts •>? rui.js jmtjd U u a ,!Ucard 

in o< racial earn Must govern both chauffeur and pacatwi t or. 


3* Operation of Motor Pool 


a* Ae^ueots for automobile transportation will be urn do by tele- 
phone call to tho Dispatcher, Motor fool. Transportation Jootiori. LVm 
or tho pas Monger, tiao and place of departure and the destination u ill be 
given* and passongor will be reipiirod to report promptly to the point of 
departuro. Caro will bo exercised to avoid reserving uutoaobilos for ton- 
tntlTn trips, and tho Dispatcher will ho notified promptly vi.-.on soUoiiuled 
trips are cancelled* 
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oswrral 


1, Purpose 

Tho purpose of this instruction is to outline the procedure to 
bo followed in ccmnootion with tho requisitioning, procurement and issue 
of supplies, equipment, end ntirvioon other than personal, 

2, Organisation and inunctions 


a. The Supply Seotion, service* Division, , bA brunch, i» 
responsible *br tho procurement, o to rage, naintennnoo and issuance of 
supplies and equipment, and tho prooureoent of contractual and miscel- 
laneous services required for the operations of tho CIO* 

To accomplish trie functions not forth above, tho Oupply 
Section has established the following units i 

(1) Processing Unit 

(2) Procurement unit 

(3) Storage and Issue unit 

(4) Contract Unit 

(5) Seal Kata to and Maintenance Unit 

(6) Appliance Maintenance Unit 

(7) Special Procurement Unit 

b. The Roproductlon lotion, Services Division., branch, 
is responsible for providing through its own facilities or OPO all 
printing and reproduction servioos, with certain exceptions, including 
composing, drafting, mimeo&raphing, ditto, offset printing, cutting, 
padding, binding, microfilming, photographic copying, photograph! o 
printing and enlarging, photostat, osalid, and identification photography. 


RKQTfIS ITIOHIMO 


1. Persona Authorised to Requisition 

a„ {expendable items or reproduction work may be requisitioned 
from the Supply and Reproduction Sections respectively by the designated 
responsible officers of an Office or unit thereof, 

b. Requisitions for non* expendable items, oontraotual serviced 
and repairs to equipment oust bo approved by a Unit supply and Property 
Officer, and in the case of items the coat of which exceeds £500,00 the 
requisition must also bear the approval of the Chief of tho Branch or 
activity for which Hie Items are to be used, 

o. Requisitions for Cosmauni cation e item s mus t be approved by 
tho Chief, Communications Division, (see Section ,) 
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2. Poms 

The forma to bo used In requisitioning supplies, equipment and 
aorrlooa from the Bupply and Reproduction Sections area 

o. Fora 36-7, Request fbr ;jupplioo, ^quipcaon t, and Services 

b, Pom 36-2 , Re production Requisition 

5# Catalog 

Throe standard catalogs indicate all items stocked by CIO. 

a. Catalog of Office Supplies 'expendable itemo)* 

b. Catalog of Office Equipment (non-expendable Items) 

o. Catalog of Expendable Medical Supplies 

* Part II of the Catalog of Office Supplies contains a list 
of approved CIO fbrms; also information us to the various reproduction 
techniques for guidance in requisitioning reproduction jobs. 

4* General Routine for Ordering Supplies, Equipment, and Sonrlooa 

a . Action by Requisitioning Office 

(1) Nmfoor of Copies 


To requisition supplies* equipment, or services, Fom 
Wo# 3G-7, Request for Supplies , Squipncmt, and riorvicoc, will be prepared 
in on original and two copies* 

(2) Approval 

The Requisition will bo approved by the Unit supply 
and property Officer, if fbr non-expendable items; by the Responsible 
Of fleer if fbr expendable items; or by the Chief, Ccwmauni cations 
Division, If fbr otfnuaiinicaticraa items* 

(5) Submitted to 

Requisitions will be forwarded to tho CJiiof, Supply 
Section, except in the ease of Requisitions for expendable stock Items 
which should be submitted direct to the Office supplies and Equipment 
Sub-unit. 

(4) Description 

(a) Requisitions must include a complete description 
of tho items required, suggested source of supply if know, model number, 
spool float ions, end sketch of the item when necessary. 
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(b) XT stocked items, description must kj with 
catalog numbers and nomenclature* 

(a) Kcquioitiona for repairs should fully identify 
th© Item, Including mnko, aortal mmbor if any* and t)x> nature of the 
repairs if known* BKCKPXIOHi - Safe© - nopal rs to or changes in 
combinations of safes will not bo mad© by tho Supply faction, nnd no 
Requisitions should bo submitted therefor. Requests for nutsh service 
will b© mad© by telephone oj^emoramiuia to tho qocurity Division* (rmi 
Administrative instruction • ) ithsnovor it is nsoonoary to 

ooouro this type of stirviooi, fron tx coinmarolal concern the> docurity 
Division nill request tho supply ."cation to procure t)m oorvloti, . 

(d) Requisition!! for Contractual :u#rvicon uuot bo 
supported by explanatory memo ran do or statements of justification ar 
occasion required* Preliminary consultation with Win chief,. Supply 
Sootion, io suggested to rooolvu questions in doubt ful oases* Tfruler no 
circumstances shall negotiations bo carried on or any contracts or 
agroenents be entered into or obligations or commitments rnido oxoopt by 
or on 3poeifio approval of a properly authorised contracting offioor* 

(5) Point of Delivery 


Tho point of delivery ahould bo inaertod in tho space 
provided and way b© a point othor than tho place whore tho Requisition 
originates* Tho original of the Requisition Form 30-7 will bo the 
notion copy; one copy will bo returned to tho Accountable Officer for 
record and for basic roforonob in tho event of noco saury inquiries; 
tho remaining copy, in the o&ae of expendable stock items* will uoooia- 
pany delivery and bo the record of receipt. Th« person receiving tho 
i touo * will be required to sign tho latter copy. fin oago of deliveries 
other than those of expendable offico supplies carried in stock, serially 
luunborod Form 3C— 10 will be uoou for rocolpt purposes* v * 

(6) Yfnon to Ordor 


(a) Requisitions for all supplies and cervices 
excopt expendable stock Itot&n, hub* be submit tad as fur in advance of 
requirement* a© possible and any 3 pecial urgency should b© stated and 
justified* notwithstanding any oral clearance previously given* 

(b) Requisitions for expendable stocked offico 
su PPli°* be requisitioned ?A hours prior to ncod, as delivery of 
ouch itoma will usually be made vrithin ?A hours. 

(c) Requests for emergency repair service may be 
made at any time by telephone call to the Chief • Appliance IJhit, and 
confirmed by requisition in tho usual manner* 
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(d) Requests for such mioaoUimaoua oorviotm an 
raplaoonmit of lamp bulb*, repair or adjustment to doors, windows, 
blinds, floor 9, floor coverings, radiators, pip©*, may b« and© at any 
tlmo by to lo phono oall to th© Chlof, Uonl Katato Unit. 

(7) Clacalfloatlon 

^ or i>™npt and* offootivo lumJling of requisitions, 
all supplies, ©qui^moat, and aerviooo nr© grouped into claimon. a 

requisition s hould be pro par od for items fall in r . under onoh 

or tuo olassas UstoTTwlow ; — ~ 

of office Supplied BXP ° ndabl ° ° m<M * auppll *° li8tnd the catalog 

„ _ , (*») .’fon-oxpondnblu office Squipaent listed In tho 

Catalog oi* Office Igquipaont. 

- ^ t (o) Viodical. Supplies and Equipment Uotod in tho 

Catalog of Uodioal a upplioo. 


catalogs. 

catalog. 


(U) Office :iupi;licia and Squipnimh not listed in th© 
(©) Uodioal Supplies and tfquipmant not listed in th© 
(f) Co^ciunioatiofis Suppllos and Equipment. 


U) Space, utilities, and building maintenance con- 
r+i U 3lc;0wri0Al carxioutiry 'work, acquisition of additional 
oirioc opaoe or iaovou between offices. 

wi C*0 Repairs to Office Appliances ouch am typewriters, 

adding Machines, numbering machines, etc. 

... „ (i ) Uaeoo, Contractual Services, including tho 

qulsition of space by lease or other arrangenontBj utility norvlooej 
°h lnf>rOY * mont ® of P re P° rfe y? the lasts! la ti on ef 
or Ioa8in e ? f fuo ill ties and equipment and repairs thereto 
fatu^®* 1 *** K° 1r,mnant is reepotislblei speoial senrioos of a oontmotual 


. , . . ^ _ (J) Operational Supplies and Kquipaont will be 

K ^ ' but not listed in * oatalog for security reasons. When a 
£t. °* r ^ f" ar d ° Ubt y ‘ at tho *** «hioh ho requires fhlls 

thiLS 1 ' ° r . U 4 aquiree any specific information with regard 

thereto, he will make inquiry of the Chief, Supply section. ^ 
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b. Action by ^u|>plv /potion 

(1) Ths Chiof, Hupply /lection, or other uddronuoe of tho 
Requisition will extmlno, approve, tutd forward tho Requisition to the 
wpproprlnto unit for action* 

(2) If upon exnninrition tiio Requisition is disapproved, 
the Chief, Supply nootlon, Tf5.ll rotnrr nil nuplou of the Koquiultiott to 
the rofjimntini: office with i\ briof Bintormi.t of explanation* 

5. Gonoral Routine for ordering Reproduction tmd Tylntlng 

a. Form 56-2, Reproduction Requisition, will be used for all 
reproduction and printing John to bo porfomod by CIC: facilities. :s*oh 
office requesting reproduction of runtorlnl ahull collaborate with the 
Chief, Reproduction Section, to determine the bent type of reproduction 
to meet the requirements of the job ordered. 

b* The RoqTtiflltion should bo proparod in duplicate and 
forwarded direct to the Chief, Reproduction Section. In thou© oaooa 
where the job involves the drafting of a new ciG form or tho revision 
of an established form the Requisition should be ro tated through tho 
Vrooedume Unit, Finance Division (Soo Soot ion ^ )• 


o* P r intin£ or reproduction jobs to be performed by the 
Government P r inting Offioo or other outside agency should bo requisi- 
tioned on Fom 36-7, Request for nupplios, Equipment, and Services, and 
fonmrdod to the Chief, Supply Section, in tho usual manner, *hen in 
doubt an to the proper requisition to use in a given instance, tho 
Chief, Supply soot ion, or the Chief, Reproduction Suction, should be 
consulted* 


PROCURE 1JTI? 


1* Authority for Procurement 

Tho right to effect purchases or enter into contracts is re- 
served by statute to the Director of Central In to 111 genes «nd cunnot 
bo exorcised by any ether individual in CTG oxoopt by apooifio delegation. 
Suoh speeifio delegation has boon made to tho Executive for PM5 the 
Chief, Servioea Division; the Assistant Chief, Service** Division; and 
the Chief, Supply Scotian. 

The above named individuals are the solo agents £br the 
performance of the Amotions of purchasing and contracting, and any 
purchase, obligation, or cocmitnont on the part of any ot-hor individual 
will not be recognised or honored by CIG. (See C.G. m ) 


In tho case of contracts amounting to $2,000 or over, tho 
original and one copy will be cortifiod as to legal sufficiency by tho 
General Counsel’s office prior to release to tho contractor* 

uONriLidv i lAL 
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2. Methods of Procurement 

R * Purohwi® Order Kona Ho* 35-1 will be need ui an authorisa- 
tion to a vendor to deliver supplies or services. it will be signed by 
the Chief* supply section, or hie designee. 

b# Contracts will be used for entering Into fornal ngromimti 
slgnod by both the Government end the vendor authorising the contractor 
to furniah the oervioee or ou pplies. The contract Inst runout usually 
employed will bo the Standard fU.a.) Form Ho* 33 entitled* "Invitation, 
Bid, and Acceptance * * 

c. Standard (U*B.) Kora Ho. 2 entitled "Lease between (blank) 
and tho United States of America” will be used to contract for of floe 
or other npooo outside the metropolitan area of Washington, p. c., 
unless suoh space is otherwise nvailable* 

d. Standard (3*G # ) Kora Ho* 40 entitled "Contract for Tele- 
phone Borvlco" will be used to contract for telephone aervloo outside 
tho metropolitan area of Washington, i). C., unless otherwise provided 
for. 


e* Letters of agreement, or memoranda of verbal agreements, 
will be uaod between CIG and other government agencies and will consiet 
of letters of request and letters of ncoeptanoe stipulating the supplies 
anchor services to be rendered to tho CIG and the terns of rendition 
thereof* Procedure for negotiating letters of agreement will bo Governed 
by the circumstances surrounding oaoh individual case, but in general 
such requirements should bo approved and arranged for by the Executive 
for Personnel and Administration, and in all oases cleared with that 
official or his authorised mprosflfntativo* 

f. Bills of Lading, Standard (t/.S.) Forms 1X03 through 1106, 
will be used as authorisation to n carrier to ship supplies and materials 
at government expenao. 

g* There are also certain specialised methods of procurement 
observed by tho Supply Section, utilising special forma such ass 
Standard Fora Ho. 1, "Requisition for Printing and Binding,” fbr obtain- 
ing printing and binding services from the Government Ff in ting Office* 
Government Printing Office Fora R-2390, "Order tor Standard Pbras or 
Supplies’*; Form Ho. 10-292, "Roqueat fbr Work to bo Performed” by Ike 
Public Buildings Administration of the Federal Works Agency* 

5* Bautina of Procurement 


a* General 


Requisitions for any items not carried in stock, after 
approval by the Chiof, Supply Section, and recording in tho Processing 


- r- * { T 1 I 
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or tr»e W ltL* 0 bC°m^ <l | UO a J^ ro » :ri * to lwourtnu unit for noquleitlon 
or the ltoiae by purchase „ r otnor no win fron oorrtnor.ilul or rovemnont 

nouroos in accordance wit), pertinent laws and regulations" cZ^Ll 
puronwwoa annuating to $ 2,000 or over. or contract for oontlnumm 
Boi-vloow or loaaing of apaoo will bo handled in the Contract unit. 

All o -her regular purohaaoe will bn handled hy tho Proouronant Unit. 
0t),or typoo of acquisition!, will bo handled by other units no nsnl^od. 

b * Obligation of Funds 


inTO , .. wo ,'wroiioso Order anchor Contract 

» th* ocwiMitBont of on oxpondlt>»ro which smut bo obligated on 
. U A0C0U " tB of *• C-^rnl Intelligence Group. Before a 

nnv hn"? Contr <«>t-» or other instrument involvl n ( ; vouo)>©red fund* 

y bo isauod to a aupplior for oorviocs, equipment, or supplies, tho 

TTJ r 0t b ° r ° Ut0d Tlft »u«l8»t Section to ti c AoooLt^ imit of 
Z*T? Ju n 5f r TOrifloirtl °“ ** Amd. ore available. Zi£ 

r>,!r h ^ * “ 8 b °° n "ill b« plaood on two copies 

f Uit Purehaso Order fomi> in caooo of other instruments of procurement 

Tnrifn “ r °.! l0t "® c ^ n f lod l, y ;3 “ rc!ina «> Order, the Accounts Unit will 
lndlonte tho ost«d>lls)uaont of on obligation by executing a Pom 34-0, 
Jiscollnnaoufl Obligation Roco^d* 


... ,, l° c)t ° e pro vents t!ie Accounts Unit f’-.jn oatabliohim* 

.« obligation, tho procuring officer will notify the requisitioning o-Ylco 

r^qulaltlonin! W olii ratmiU ln . 3un P onao in **» Supply Sootion until the" 

r tZ l rr t0 nnrt obtftir,fl tt '° »—••** allotment of 
funda front tho Budget Section, and notifies the Supply Scot Ion accordingly. 

°* P**fcrlbtrtlon of Kom s 

th« ohu ^ repftratiou ° r the procurement dooumonta and 

•ny *, or a ° *»»—«■ *n b-— 


auanliam nf *■) . 0 ri i 1 !l al * With additloa »l oopioe whero needed, to the 
aupplior of the cojsaodity or oonrloa 


Sootion 


1 oopy to tho fiscal 3ection 

1 copy to the Receiving Station 

1 oopy to the Requlaltlonlng Offloe 

All other copies rotalned for Interne! use of Supply 


(2) Contreota are 
distributed as follows. 


an exception to the foregoing and are 


Original to GAO via the Fiscal Saotion 
1 oopy for Fiscal files 
1 oopy for contractor 

Remaining copy(s) retained ir supply Soction 
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S TORAGE TRSUK 

!• Storage 

A warehouse at Roaslyn, Virginia, and two a took roomu at North 
Building aro maintained by CTO to sooommodatc items of supply and 
equipment carried In stock for innu© against requisition; ami to receive 
and dlsputoh all shipments. T>,o warehouse Is tho main repository of 
supplies and oqulpmunt. 

A perpetual inventory of nil items carried in stock will bo 
maintained which will reflect the lseuo of stock, the balance on hand, 
che rate of consumption, and will servo ns a basin fbr periodic replenish- 
ment of stool;# 

Any surplus property will ho reported to the Chief, Storage and 
Isauo Itait, on Form No* 36-24 entitled "Property Turn-In or Transfer 
Slip* 1 exe onted in an original and 6 copies, (goo Administrative Tnotruc- 

tien^L™,*) 

2. Incoming Material 


a. Receipt 


Supplies and equipment procured by Purohaae Order, or 
equivalent document in apodal caoon, are received at the warehouse* 

The receiving clerk will inspect deliver/ for condition, to Insure that 
it^iria moot npoci fi cations, nnd check it for quantity comparing it with 
Idio copy of the purchase document. The Storage and Issue Unit will 
institute claireo for loos, damage; or omission. Receipt of shipment 
will bo recorded on CIG Form 33-10. 

b* Re-delivery 


Redeliverleo to local consignees will be accompanied by 
CIO Form 3S-10 which is prepared in 7 copies, distributed aa follows* 

Original tc consignee for receipt and return to warehouse 

files 

1 copy to ?r ope rty Control Section for property recording 
1 copy to tho Fiscal Section to support audit and payment 
of vendor’s invoice 

1 copy to Accountable Officer 
1 copy to Hosponsible Officer 

1 copy to Processing tbit of tho Supply section for 
recording and completion of procurement records 

1 copy retained in filos of Receiving and Inspection Sub- 

Uhit 

jTOjPjS t Delivery of stocked items will be accomplished In the sumo manner, 
wTST the exception of expendable Office Supplies for which tho roceipt 
will be a oopj^f Form 36-7, Request for Supplies, Equipment, or Service. 
(See Section 
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8. Outgoing Uatorlal 

Dmoitlo and cargo ghipnontu will U» pntpar#4 by tlio f? to rag* 
and I»mu> Walt whwrw r**pgn»lblll Uy will raaldg Tor aorting, nogragn- 
tion storing, proowsatng, waterproofing* packing* and marking in 
nooordfuuia with aom irlty regulation*. (Qoa Tran aportat ion , Admin la- 
tmtive Tnatruotlon .) 
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HI RBQUbATonY PROVIKIOWS OOVaRHTHQ PHOCdRI.V I;HT ^ or Ri attribution to) 
~ —(supply Section only) 


1. General 


Limitations proceeding fron various laws, from fcho approprla- 
tlon aot and the approved budget of a federal agenoy such nu tha CIO, 
r«itriat the objoot, soopo, and duration of pnooureraorit trunnuotlons, 
but In general permit tha agon ay to proauro equipment, supplies and 
•anrloea neoeaaary to fulfill Its function. However, the ri )5 ht of 
federal agonoies and departments to ohooso souroes of supply, mid to 
■ome extent to choose materlalo and services to moot their requirements. 
Is limited by the existence of a number of mandatory souroes of supply 
from whlolt procurement la made by reforenoe to e published schedule or 
list of supplies or othor roforono« v 


2. Mandatory flouroop of guprU 


foderal Supply Sch edule 

Bureau of Podorcu supply of Uriu Treasury Department is 
aut)iortsoa by E.O # 61GG, 47 3tat. 1617, to execute contractu oovoriny 
federal roqui resents for generally used conraodltios of wide variety# * 
These contracts are assembled ami published as the Federal .Supply 
Sohodule (formerly Oenoral Sohedulo of Supply). Ml items of supplies 
and equi[>munt listed in the mandatory portions of the Fedora 1 Schedule 
must be purchased for offices’ within ti»e continental United fltatee fron 
souroes Indio a ted therein, unless (l) a oloaranoo Is obtalnod to moot 
special olroumstanoes or (2) an emergency of a thoroughly justifiable 
nature arises (6 C.O. 824. 16 c.a. 225). ffltere field services nn» not 
speoifioally covered by Federal Supply Contracts, these contracts should 
bo utilised whenever the contract prison and oonditiono aro advantages. 

b. Federal mrehouae Supplies 

I n addition to the s to ok rooms of supply items maintained by 
mostfedoral agonoies, there is a large warehouse of standard supplies 
and equipment maintained by the Bureau of Federal Supplies In TTashingtan 
and In ragionol off toes throughout the country for purohaae by government 
orrxoes. Purchases may not be made oonmerolally of items listed in the 
Federal steak Catalog- without a certificate of clearance from the 
Bureau of Federal Supplies (B. 0.6106, 47 8tnt. 1617). 

Om W»A«A« Surplua Iroperty 

,, . Wsd#ral surplus supplies and equipment aro listed poriodi- 

oaliy in eatalogs issued by the tTor assets Administration, pursuant to 
*“• Surplus Property Aot of 1944. when advantageous, purchase of the 
itsw iisted is required by the Federal Regulations based on authority 
contained in the las. J 
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<*• Federal Prison Industries, Inc. 

Federal agendas are required by law, unless spool finally 
exempt, to purchase produota manufactured by tho Kodernl , r l S on 
Induatrtoa. Ino. (B.O. 6917, 40 fltat. 391. 40 Stat. 1211). A "Schedule 
of 1’^duotB Xi«t» such olaaooo of on Lori ale as aro smnufooturoU by 
poual inutitutlone and tho introduction to oaoh alas* statue whether 
or not tho respective olaos id mandatory. Tho Hot inoludoa brletle, 
°lot)i, leather; and natal products. Certificateo of olsaranoo must bo 
obtained from Federal Prisons InduotrioB, Ino. ; baforo purolmsinir from 
oonnaroiol aouroos. Tho Comptroller Oeneral haa held that allowed 
emorgonoiee or cheaper oomaorolal prlooa are no authority for failure 
to comply (IB C.O. BO. 18-391. 17 c.O. <580. 10-312. and 14 C.O. 270). 

Blinds ado Promote 


Federal neenoion nro required by law to purohnee produota 
made by aasooiatod group* of the blind working under tho auspioee of 
° n Jniro ^ ftBOfl Blind-Had© Products created by the Aot of 
0/25/58 (62 Stat. 1196). Pursuant to provisions of tho statute, tho 
Committee isauea regulations and publiahoo annually a "SchodulT of 
Blind-Made Produota." Hating auoh items as mats. mattresses, brooiaa, 
nope, and mail bags. Purchases of auoh items without a certified 
olearanoo from tlio Committee nay not bo made from comoroial omiroos 
oven at a sawing to the Oowomniont (21 G Q. 482). 


i . government xrlnting of fio o 

She Government Printing Office hao boon established by 
Congress to execute all printing and binding and blank book work and 
has baon authorised to supply nil related materials auoh as paper, 

5 > »“^ b00 *“,' blnnk f"y ol °P®». ink, glue, etc. These supplies arc Hated 
in two catalogs entitled "Blank Paper and Bnvelopee" and "3tancUmt Ponan 
and Miscellaneous Supplies." (28 3tat. 622;'S2 stat. 401; 43 8*nt. 592; 
44 State 660-Ij 46 State 1400j 49 Stat#476; 40 State 1270s $ 0*oJ(556: 

9 C.O. 498; 11 C.O. 186; 18 C.O. 566.) 


5* Post Offioe Department 


Franked envelopes of all descriptions nay bo purchased 
row oomerolal sources, only through contracts approved by the United 
States Post Offioe Department. (34 stat.476) 


h. Public Buildings Administration 

The PHA is responsible by law (58 3 tat. 661) for the 
oontrol and management of al^uildlngs in the District of Columbia 
occupied by the government. This includes lease l properties as well ns 
government-earned buildings. 
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Th© PDA aaalgna opaoo and perform* or auporviaus nil moving 

operation*. 


Th© authority expressed and implied in the foregoing re- 
quire* that many mechanical and ouatodial aarvloee be performed or 
procured through the PDA by CIO in oonformanoe with regulationa and 
procedure# ostabliahed by the ^HAj for example i repeira to window#, 
door#, and blindsj alteration# to partition#! in#tallation of Bpooial 
faoilitio# ouoh as elootrio fan# and air-conditioning equipment, etc. 

PDA maintain# a regular force of aalariori moohanioa and per diem 
oaployoeB to perform #uch services* 

Clenranoo from the PBA i# nooossary for tho proouroment of 
any of tho above service# from commercial sources. 

3. Uouieetio ^reference Aot 


A general limitation on freedom to purohaao is found in the 
Domoatic Proferonoc Aot, commonly referred to aa tho "buy American Law” 
(47 Stat. 1620), which require# tho Federal Government to buy only 
domestic product# unless incon#istont with the public intciroot or the 
coat ia unreasonable, or commercial quantities of a satisfactory quality 
are not reasonably available* Suoh exceptions muat bo ostabliahed and 
certified to by tho head of a department or independent ©Btablinhmont, 
or in certain instances by hia duly authorised representative* 

<• Statutory Limitation# on Specified items 

a* Among laws roatrictin/, tho purchase of property ia 3 Stat. 
5G8 which state# thtt "ho land shall bo purchased on aocoimt of the 
TInited States except under law authorising such purchase*” 

b. Lea#© 8 cannot be ontered into for the rental of apace 
without a specific appropriation therefor by Congress (19 Stat* 370j 
6 C.G* 686; 17 C.Gt. 424). The Economy Act of June 30, 1932, provides 
a formula limiting ront payable per annun, and amounts payable for 
alterations, improvements, and ropaira in rented premises'. Permanent 
improvements to leased property may not be made unless specifically 
provided for in the appropriation (20 C.G. 927| 16 C.O. 60). 

o. Passenger motor vehlolea may not be hired or purchased for 
other than the heads of executive departments without specific authority 
in the appropriation concerned (5 tJ.S.C. 78 as amended by Sec. 16, 

Public Law 600). A coiling of $1,300 for passenger automobile# was set 
in Section 406 of the Third Deficiency Appropriation Aot of 1946, Publio 
Law 521. This sum ia required to include oertain accessories and equip- 
ment (19 C.G. 988)* but is exclusive of the oosts of transportation* 

d. Law hooka, booka of reference, and periodicals may not be 
purchased unless authority is specifically provided in the law granting 
the appropriation (30 Stat. 316). This limitation does not apply to 
the field servioa* 
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Om \11 printing# binding, and blank book -work for Congress, 
the Kxeoutivo Office, tho Judiciary, and o vary executive dupartuont. 
Independent office, and establishment of the Government ihull be done 
at tho Oovumaeut Printing Office, except suoh olaysoa of work an shall 
be deemed by the Joint Com© it too on Printing to be urgent or necessary 
to >mve done olsewhore than in the District of Columbia for tho ex- 
clusive ubo of any field service outside of said District (44 U.fi.C* 111), 

f* Purchase of articles of a personal nature are prohibited 
by decision of tfio Coop trol lor T^nornl (fr c.O. 453) . PTrcSmoe of such 
articles therefore cannot W made "except who;: specif ioiilly provided for 
in the appropriation. 


g. Authority to dispose of oquipmont by mile or exchange and 
to apply the proceeds of oalo or exchange value to the purchase of 
similar now equipment must bo spool finally authorised by law (31 U»3,C. 
4f37 aa modified by 67 Stut. 195; o«o nine 25 C.O. DSl'i. 

h. The purchase of drinking water for office use has boon 
the subjeot of repeated suspensions by tho Comptroller General in GAO 
audit of contracts and payments, There must be shown that (1"> the 
nooosalty, from the aove^lmcmt , s standpoint, exists, and (2) no other 
water fit for drinking purpose is available without ohnrge or at lower 
cost (6 C.O. 90), Similarly, ice laay not be bought for water purchased 
without conclusive justification. 

i. Unless insurance of govommont-ormod valuables is authorised 
by spooiflo statutory enactnont, or specifically autiiorisod by the 
Secretary of the Treasury, no obligation Kay bo incurred or payment of 
premiums allowed (60 stet, 479; 63 stat, 1368). Chargee for transporta- 
tion providing cu t\» in handling of shipments commensurate with their 
value is permissible (17 c.G. 741). 

6, Competitive Bidding 

a. Tho basic statute among miscellaneous laws pertainin g to 
pu rohasoa is B^vl serf "Statute Soc. &V b9 whip h reads Vs follows » w except 
as otherwise provided T>y law all purchases and contracts for" supplies 
or services in any of the departments of the Government. * - , exempt for 
personal services, shall be made by advertising a sufficient tine 
previously for proposals respecting tho same, when the public exigencies 
do not require the immediate delivery of the articles, or performance 
of the service , m 

b* Competition and advertising are not necessary where the 
amount expended for a purchase or service does not exceed tho open 
market limitation of $100.00 as provided by Public Law 600 - 79th 
Congress (6 U.S.C* 41). However, purchases should not bo split to 
bring them within the exemption nor should tern or definite quantity 
contracts be avoided to permit piece-meal purchases in amounts below 
the open market limitations. 
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0* The tom "open market" Is applied to purchases from 
oomneroial sources without restriction to competitive bidding. Not- 
withstanding this relative freodom to purchase, administrative 
disorotlon and good management require n purchasing officer to solicit 
quotations from several vendors as a gonornl practice, This eatablisJuifi 
proof of a resonable effort to obtain reasonable prices without favor- 
itism* 


d. Where public exlgonolas require the immediate delivery of 
article* or performance of services, the articles or sorvloon required 
may be procured in the open market In a manner in which such urtlolos 
ore usually bought and sold or such oenrioos engaged regardless of the 
$100.00 limitation. Whore the amount of mioh an emergency procurement 
Is more than $100*00, the exintenoe of an emergency must bo aortiflod 
to by the proouring officer. This statement of justification must 
show acceptable explanation of the emergency and wliy the need for Hie 
Item involved could not )iave been forosoon In time to no euro competi- 
tion by formal bids* It should also indicate that the price Is just 
and reasonable and the lowest obtainable under the oi rmmstctnocH. 

6* contraot Limitations 


Government contracts must include various prorlsionc and 
conditions which operate as lirAitntions and arc subject to requirement!* 
of various laws* 

a. No contracts or purchases on behalf of tho United States 
shall be made unless the same is authorised by law or its under an 
appropriation adequate to its fulfillment • 3*1 Stat. 255) « 

b* Contracts for supplies way not be ontered into for more 
than one year (R*S. 3 ©c. 3736), 

o* Contracts Involving installation, construction or labor 
of any kind (with the exception of classes of work specifically 
exempted in the Act suoh as transportation by rail or water or trans- 
mission of intelligence) must contain provisions requiring oonpllazioe 
with the Eight Hour Law (36 Stat. 137, 138, as amended by Act of 
9 sept. 1940, 64 Stat. 884? see also. 18 C.O, 672 . 24 C«Ch 376), 

d*. Contracts for the manufacture of supplieo and equipment, 
amounting to $10,000 or over must include the requirements of the 
TfalshHRealey Aot, 49 Stat. 2036, with reference to wages, conditions, 
and hours of labor (20 C.G. 931 j 21 C.O. 9). 

o* Contracts for the rental of equipment may not lawfully 
contain stipulations for the payment of damages resulting to the equip- 
ment operated by the Government under rental agreements (14 c*0. 139). 
Impairs for ordinary wear, tear, and breakage (that is, such repairs 
as are necessary to the proper and continued use of the rented equip- 
ment) are permissible* These repairs, however, may not be Biade for 
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CIO MANUAL ON AWDIIOTHATIVK INSTRUCTIONS 


tho purpose of returning the equipment In as good condition a r when 
rented, but ere restricted to euoh repairs or replacements as are 
necessary for the continued use of the equipment by the renting agency. 

f. Utility contracts must refer to the lease number of the 
premises in which located or must contain a stateaent that the premises 
are government osned, in accordance with requirements of the General 
Accounting Office. 

g. Unduly restrictive provisions or specifications , nullifying 
the dear intent of R.S. So o. 8709 requiring competition aro illegal end 
their indusion In advertising for bids must be guarded against (16 C.O. 
268} 18 C.O. 284) • 
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1 • authority 

Tn accordance vtift i tho provisions of T/CCA 1’itlo 31, 'juoticmu 

00, 91, 92, the Director or Central Intelligence in charged with 
otitablishing and enforcing rofculatioim pertaining to all phases of 
proporty accounting for the thmtrnl Intelligence Group. 

< 1 . P u r pose 

Tliio manual note forth the policies wad procedures with rocumot 
to accountability of, imd responsibility for, supplies and oquljHaent 
tkt all CIO operating unite tuid installations* 

3* i>oflni tlono Applic able To Property peculations 

*• Aooountabllity ia tho obligation of an individual officially 
db-ni^iiatou to raaintain a forrial rocord of supplies ami eqUipnout on a 
stock record account. An individual ao designated vfill bo referred to 
as an Accountable Supply and Property Officer. ?ho tern "accountable 
8U Pply and property offioor" re fora collectively to n Dnit Supply and 
Property officer, a Control Supply and Pjonorfcy Gfficor, and a 
ComtoliUated Supply and Property Officer ao defined in paragraphs b, o, 
and d below* 

^ * A Unit sjupply And P roperty Officer (forcwrly known an branch 
Supply and "property Officer) It? nn indJ^foual officially doai f> rmtod to 
be accountable for all non-exp on dablo supplier imd equipment issued on 
receipted instruments to responsible individuals in using units under 
his supply Juris diets, on. A Unit Supply and Proporty (If floor will 
normally function at tho office, branch, or division level in the 
area. 

A Central Supply And Property Officer is an individual 
officially deoignatetl to bo nocoiintnible for supplies and equipment in 
stock available for in sue at a contra], atorago point* 

d. A Consolidated Supply And Property Officer is an individual 
officially ttooiguated at *m‘ In dependent installation to bo accountable 
** or non-expendable supplies and equipment at tho station or its 
satellite units. 



A Hacord Aooount is a fbrmal basic record showing, by 

itea, the receipt and disposal of proporty, the quantity on hand and/or 


t’Uh5~iUuV i if\i 


Approved For Release 2001/09/06 : CIA-RDP81-00728R000100010001-2 






25X1A 


Issued to responsible officers, maintained b; an accountable supply 
and property officer on prescribed Jorwu, which io subject to audit. 

*£• Hasponsibility is the obligation of an individual for the 
proper custody, ewe, and safekeeping of public property in his 
possession or under his supervision whothnr or not o signed rooelpt 
has been given* 

h * PA root Responsibility rests with an individual to whom proporty 
has boon entrusted and who la apoolfionlly charged with its tiare and 
safekeeping* 

i* Supervisory Responsibility io the obligation of the senior 
individual or a unit, (office, brnnoh, division, etc.) or on independent 
installation, to insure that all property under hie jurisdiction is 
properly safeguarded, administered, mid aocountod f ‘or* 

3* A Responsible Officer is an individual specifically charged 
with the oar© and safekeeping of property received from an accountable 
supply and property officer on a signed receipt* 

k* Hop-Expendable property inoludos all supplies and equipment 
not consumed m use and which ordinarily retain their identity during 
the period of use, ouch as vehicles, machines, docks, typewriters, ©to* 

*• Eyondablm proporty includes all supplies and equipment vrhioh 
are consumed or lose thoir separate identity in use* Spare parts, which 
arc used to repair or complete other ortiolosj office supplies, such as 
stationery, pencils, etc., aro considered expendable items upon issue 
to using units* Items of equipment which are usable for a short period 

which arc easily brokou will bo oonsidorod expendable upon issue, 
and will not be carried on the control records of an accountable supply 
and property officer# 


»• Pecuniary Liability is tho responsibility of an individual 
to raako restitution lor the loss or destruction of, or damage to,’ public 
property* Pecuniary liability arises from tho failure of an individual 
to exercise proper responsibility* 

n * A Youo ^ er ** ftn instrument used to evidence a transaction 
on a stock record account* Normally, there arc three types* 

(*) A Debit Voucher is on instrument listing articles to 
be entered on a stock record account in order to increase tho "balance 
on hand"* 


( 2 ) A C redit Voucher is on instrument listing articles to be 
entered on a stock record account in order to decrease the "Balance on 
hand* 


(5) An Adjustment Vouoher is an instrument used to bring the 
balanoe on head” figure, as shown on a stock reoord account into agree' 
nont with the quantities actually on hand and/or issued to responsible 


bUMf, 




Approved For Release 2001/09/06 : CIA-RDP81-00728R000100010001-2 



pruM 'H 

c Mp|WcWfedrFc«' Reiaasei mwMs nWmRFWt $9728R000i 00010001 -2 

25X1 A ' “ 


individuals. 

°* |iub ^° Property end Property nr* general turmn rnferring to 
expendable and non-oxpoudablu supplies end equipment, but do not include 
r.k»l property, «uch ns buildings. leaseholds, <»to. 

P* Property ruff.ru to movenble thin;;* suoh a« equipment 

Apparatus, apfuTancos, fixture, ami machinery which havu bean f ixwd in 
placo In, or attached to, r oal property, hut which may ho silvered or 
ro«ovf.i1 without destroying thoir identity or utility. 

<1* Receipted Instruments and Signed Rooolpta aro general terms 
referring to all signed transfor and issue dooumonte used to effoot 
the assumption of, or relief from, accountability an^/or responsibility. 

4. Accountability And Responsibility Distinguished 

a. Differences 


Accountability io the function of hooping a formal stock 
record account of supplies and equipment in storage and available 
for ioouo, or of property whioh has boon issued to roopousible Individuals 
on signed rooolpts. Responsibility arises fro® the possession of property 
or irorn the supervisory jurisdiction over others who have possession of 
the property. Kach of these oonoepta of responsibility or accountability 
or a combination of tnem, may be attached to one individual as of any 
moment* * 


h* Accountable and Responsible 


25X1A 


itn individual who oarrioa property on a stook record account 
und wno has aaid property in hie custody, either in use or in storage, 
has bo'th accountability and responsibility, * * 

Cm Ao countable Only 

An individual who carries property on a stock record account 
which is issued to & using unit on a signed receipt is accountable but 
not responsible. The responsibility in this oaue rests with the individual 
having peases.* ion of the property, 

TO BE USKU BY ACCOliKYABLu SUP. LY AND PROPERTY 01FICKRS 

!• For»s And Purposes 


a. Fora }lo. 36-7, Request for Supplios. Equipment, o r Service, will 
bo used by an accountable supply and property officer and HesT jnsS e3~ 
roBponsible officers to requisition supplies, equipment, or services. 


b. Fora »o. 36-13, Aooounts Control Register, will be used to 
record portine.it information relative toTKa sii-'Mcount* of rosponsibl, 
officers established under the supply jurisdiction of s Unit Supply 
and Proparty Offioar* J 
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o. Tora Ho. 30/14 (Face), Stock Control Card , will bo uoed by a 
Unit or Consolidated Supply and Property Of floor Tor maintaining a 
running balanoii, by Item, of non-cxpondablo property on head and/or 
Issued to Bub-aooounto under their control* 

d* Fora Ho. 36-14 (Roverce), Accounts Control Bection *111 bo 
u»ed by a Unit or Consolidated bupply‘ «vnci Property QM'icor for maintaining 
a running balance, by item, of non-expendable property issued to 
Individual sub-accounts* 

*• Form Mo. 36-16, Voucher Keglstor , will bo used to record, by 
vouchor numb nr, all transactions posted to a stock record account 
raaint allied by v.n Accountable supply and property officer. 

f. Form Ho. 36-16, Report of Inventory Adjustment, will be used 
to adjust discrepancies on the stock record cards of an accountable 
supply and property offloer, if auid discrepancies are the result of 
errors in nomenclature or posting, othor uses for Form Ho. 36-16 Arc 
discussed in paraj^rfiphs 712 and 716* 

£• * or » 36-10, Survey Report, will be used to record the 
oirouriatancoB concerning tho lose, damage, destruction, or theft of 
public property, and servos as, or supports, a credit voucher to tho 
stock record account of the accountable supply f*nd property officer 

concerned* 


h. Form Ho. 30-22, Consolidated Property Report, will be used bv 

a Consolidated Supply and Proporty Officer at an independent installation 
to indicate, by item, the total gains or lessee of expendable nnd 
non-expendable property -which nave occured during U:s month* 

i. Torsi Ho. 36-24, Property Turn-In Or Transfer Blip, vill bo 
used to return property to n central supply point or to initiate 
transfer actions between accountable supply and property officers 
and/or responsible officers* 

j. Form Ho. 36-26, Proporty Inventory Record, will be usod 
by a Central Supply and Proporty Of fleer to maintain n running 
balance, by item, of all supplies and equipment in stock available 
for issue* 


k. Kona Ho* 36-42, Voluntary Payment For -Public Property, will be 
used by on individual who clesiroa to" wiles voluntary payment Tor the loss, 
damage or destruction of public property* 

IIB APPOIMTMhKY OF ACCOUHTAKLE SUPPLY AMU PHOPIKTY QrFXCKKS 

1* Requirements 

Kho May Be Designated 

Any commissioned or warrant officer of tho U. S. armed 
•ervlcea, or any 0. S. civilian sTiployea, CAF-7 or above, may bo designated 


^ L 


* if 


■'c/V * -hi 

V 6 'ft l 
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as an accountable supply and property of floor lor public proparty under 

the Jurisdiction of this Agency* 

2 * Appointing Authority 

ft* Unit Supply And Property Of floor 

Within tho various operating units in the P£ aohlngton area, 
the account Ability of a Unit Supply and Property Offioor will normally 
bo established at tho branoh or division level) however, this is not 
mandatory* It shall be the prerogative of the Assistant Directors of 
the various Offices, and of tho Chiefs of similar operating echelons 
(branoh, division, oto*) to prescribe the accountability level for 
units under their Jurisdiction* Tho appointment of a Unit Supply and 
Property Offioor will be made by the individual having supervisory 
responsibility over the unit (offioo, branch, division) at which tho 
accountability level has boon established. 

b. Contral Supply And Property Officer 

A Central Supply and Property Officer, who is responsible 
for tho receipt, storage, and issue of oentrali*ed supply stocks, will 
bo appointed by tho Chief of tho Service© Division. 

c. Consolidated Supply And Property Officer 

A Consolidated Supply and Property Offioor for an independent 
installation will bo designated by the Chief of tho Station. This 
appointment will be made with the concurrence of the office in ^auhington 
having jurisdiction over tho establishment. 

3* Confirmation of Appointments 

ft* Preparation Of Appointment Orders 

Tho appointment of an accountable supply and property offioor 
will be Confirmed by tho use of an office operating procedure, or 
through the media of a written memorandum, initiated by tho unit (office, 
branch, or division) having tho appointing authority. The appointment 
order will indicate the name, grade (military or civilian), office 
location, account nuivber, and supply jurisdiction of *che designated 
accountable supply and property officer. 

b. Distribution of Appointment Orders 

The following distribution of appointment orders will be 

required: 

(1) 1 copy to the individual designated; 

(2) 1 copy to the Property Control Section, Services 

Division; 

(5) 1 copy retained in the files of the appointing authority. 

rtoNnnfMTiM.. 
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Supp lament nry distribution will be rondo at tho disorntlon j f the 
op point ini; Authority. 

FKRS OK PKOt'KRTV ACCOUNTABILITY 

1. Transfer Of Property on Stook Record Accounts 

a. Routine Transactions 


Normally, tho transfer of supplies arid equipment botweon 
accountable supply and property ol floors of this Agency trill bo 
effected on s suitable transfer document, suoh os s Usllvory Ticket, 
Form No* 56-10, or Property Turn-In or Transfer Clip, Form No. 56-24* 

b. Change Of Accountable officers 

Trtion a complete transfer of property occurs, the officor 
being relicrred of accountability and his successor will sign the 
following certificates prepared in quadruplicate in lieu of transfer 
documents t 

I certify that the balanced ohown on tho stook record 

account of __ , Aocount Number , 

(Hama of trans for ring of floor ; “~““ 

Central Intelligence Group, as of tho above date, last vouchor 
Humber d ate d 1 9 , are truo and correct 

to the best of my knowledge and belief, and that tho property has 
this date been turned over to 

(Marne of receiving of floor) 

pursuant to 

(Brder directing transfer J ’ 


(Signature of oiTibor turnin'; over 
property) 

I oortify that 1 have this date received from 

(Name) 

predeoossor, all property pertaining to the abovo designated stook 
roeord aocount for which my said predecessor is accountable, as 
shown by the last audit of the aooount, plus all proper charges 
against and less all authorised oroditc to my predeoossor 'a aocount 
to the time of transfer, last vouoher Humber dated 

I S , and that I have this date assumed accountability for 
property pertaining to this aocount. 




(Signature of officer receiving property) 
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(nMto and title or appointing authority) 


«• Inventory i_rior Xo Assuming Ao conn lability 

It ohall he the prerogative of tho nowly appointed aooountable 
oupply and proparty offioor to tnko a oonploto physical inventory 
baforo aa a uning accountability for any public property. This action 
should bo oonolotod prior to tho signing of tho Certificate of Transfer. 

d » Distribution of flertlflont.na jf Transfer 

/ >n< * nup ' r nf tl,, ‘ Cnrti rio it n o- Transfer will i,u retained by 
tho individual who i» boln relieved of t.ho aocountebility. )no copy 
will bo rilod with tho property records of tho sooount, and two copies, 
together with n oopy »f U,„ orders dimeting the transfer, will be 
forwarded to tho Chief of Services, Washington, Attention! »rooortv 
Control Sootion# J 

** potion Upon Doath Or Lo^al Inoapaoitatlon 
*• of Property 

Upon tho Jcath or lorrfil irioapacitatlon of 9m individual 
who han boon doaignatod to bo on accountable aupply and pro-v.-rty wffioor 
Uio senior individual of tho operating unit or indopundont installation 
will appoint a board of thro* persona to inventory tho proporty to 
tho «xt*nt doerrod noceiooary to nccortair. the norreotnoofl of tho stock 
record aocount, Piscr^rtncies disclosed by tho inventory will bo 
Immediately *d iMBtod by the investigating board. The transfer of 
aooouatabillty t^^oaignated individual will U. .-ffeoted in accordance 
ti th paragraph above . 

b * Preparation And Dlatrlbution Of Report 

A complete report on the Indiana of tho board investigating 
the account, together with a li.t of balances of property inventoried; 

, ^fify*te of Transfer, will bo preparod la triplioate and 
submitted to tho appointing authority for approval. Opon approval, 
one copy of each will be filed with the property r«eord« «*>d c 4«~ 
WiU b ! forwarded to the Chief of Service.'. Washington; Itt^on, 
Property Control Section. ’ 

IM pro^ekty accoi???ti??q 

!• General 

All proporty ownod by this Agency in use or in storage whioh 
hae been acquired by purchase, tranafor, or any other meanest be 
accounted for on tho appropriate etook record account of an accountable 
supply and property offioor, unloss otherwise provided for in those 
regulations* 


f 


% > T 
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b. An accountable supply and property offiaor, upon (ilacjverv 
of unaccounted for proparty, will account for said property on ills 
stock record account* All other individuals, upon discovering unaooountod 
for publio property, will b« ros«j miibl* for reporting a aao to the 
appropriate accountable supply and oroperty officer concerned. In 
order taut uouaesary cation i toy bo taken, 

o* Thors will bo thrso types of accountable supply and property 
officers in this Agenoy; namely, Unit, Central, and Consolidated. 

Each type will bo discussed in the ensuing paragraphs* 

Unit Supply nod Property officer 

H* Duties 


The duticn of n Unit Supply nnd Property Officer will bet 

(1) Maintaining a ctook rooord account nnd an "Accounts 
Control" rooord, by item, on Fora flo. 56-14, on all non-expendable 
property isaued to using units under hie supply jurisdiction; 

(2) reviewing, approving, nnd processing nil requisitions 

nnd tranefer actions for non-expendable supplies nnd oquipMont initiated 
ly t ''sponsible of floors undor hie control; 

(5) reviewing and processing all Purvey Roportn which 
affect bin stock rooord account . 

b. Accountability ar,d Responsibility 

The accountability ; non-expendable property jn uao, or in 
the posaeaaioji of individuals within a given operating unit (office, 
branch, division), in the Washington urea will root with a designated 
Unit Supply and Property Offioer. normally, the Unit Supply and Property 
Officor will not have custody of the property for which he is accountable, 
and, therefore, the responsibility rests with the using individual or 
unit* Utilising Form No* 36 - 15 , Accounts Control Register, the Unit 
Supply and Property Offioor will establish and maintain sub-cooounts 
and sub-aooount numbers for the using unite under his supply jurisdiction. 
^ individual within each using unit will be designated a8 the responsible 
offioor and will assume the responsibility for the requisition, receipt, 
and safekeeping of pro erty charged to the sub-account. This 
roaponsibility may bo redolegated to individuals having custody or use of 
the property. 

3# Central Supply and Property Officer 

«• Duties 


A Central Supply and Property Officor will bo charged with 
the receipt, inspection, storage, and issuance of all supplies stocked 
at a central point. 


CONFIDENTS 
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b. Accountability and qoiiponn jollity 


All oxptmdnble uud tiou-a^jitimiablo supplies and equipment 
storod at n central supply point will bo nocounted for on stock rooord 
aard* maintained by a Central Hupply end h ropsrty Officer, yom Ho, 
36-iJb, ‘Y { >p«rty Inventory Record, will bo used for this purpose* 
Accountability rmd responsibility for supply stocks will root with 
the Central Supply and Property officer until such time uu t hoy are 
issued to using unite ou valid credit rouohoro or otherwise disposed 
of. 


4* ronaolldatod Supply And Property offic er 
a. butioe 


\ Consolidated Supply and ; roporty Officer will bo charged 
wit' the requisitioning, rocuipt, Inspection, storage, and issuance 
of cal supplies at mi independent installation. 

b. Accountability and Keapormlblllty 

All tton-o;q>ondable auppilas and equipment on hand and/or in 
uho at an indoptiudont Installation will be auouunted for by a decimated 
(Ton noli dated Supply uud r r opor by Officer. 

?ho Ot') ok Control Card, Pom No. ih>~K, Maintained by a 
Conoolidntod Supply und Property Of floor will reflect, by ituu, the 
quantity of non- expendable proporty on hand or in use at tho inotnlla- 
tlon. 



OXOC^C m:OW ACCOMMTb 

1, r General 


n. Although there are cone Uu viaticus in tho procedures used 
by TJhit, Central, mid Consolidated Supply and Property Offioorc, tho 
basic principles involved in maintaining thoir stock record accounts 
are tho sa*?o. In all on bo a, tho purpose of u stock record account 
is to record receipts, issuoc, and tnuisfcro oi' supplies and oqulpraont 
in such a Banner that tho quantities on hand and/or issued to using 
units can roadily be date rained. The valuo of a a took record account 
la dependent upon tho HOourBuy and ourrontnosc of tho posbluga im&de. 

b. In order to Maintain adequate control of stock record accounts 
established in tills Agency, an account numb or will be assigned by the 
Property Control Section, Services Division, to each account. 

2. Voucher ftsgiater 


a. Reoording By Voucher yunber 

An accountable supply and property officer will utilise Fora 


‘ *ULil i siibL 
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No* 56-16, ta establish »uid maintain a Voucher Hegiet^r i? r hi# stock 
rooord account* Knoh instrument to bo posted to the stook record socount 
will bo recorded in the Vouchor Hegistor, and the vouchor uuwbor will 
bo indicated thereon# 

b. Method of numbering Vouohora 

Voucher* to * stook rroord account will be numbered in a 
tingle series commencing with Wo. 1 at the beginning of each fiscal 
yoar, and will bo Maintained In numerical or dor. Kaoh vouchor number 
will be prefixed with the letter "D" for debit voucher, M C” for 
credit voucher, and ”1” for adjustment voucher (Iteports of Inventory 
Adjustment and Survey tfoport#)* Debit vouohor nunhore should not be 
assigned to any document until the property has been received* Credit 
and adjustment vouchor numbers should bo assigned to transfer end 
adjustment documents at the time of preparation. 

A separate oequonoc of numbers will not bv established or 
used for debit, oredit, or adjustment vouchors# 

5. Voucher Files 


a. An accountable supply and property officer will establish 
and maintain a permanent file of signed vouchers used to evidence 
transactions on his stock record account* All documents posted to 
the stock rooord account will be filed by voucher number* Vouchors will 
not be considered a valid posting media until thoy have been pronerly 
signed# 


b. In order to reduce the bulkiness of the iiloo, it is suggested 
that no wore that; fifty (50) vouchers be placed in one folder* 

c. Voucher files which have been audited and cleared nay bo de- 
stroyed after retention for a period of two yours subsequent to the 
date of audit# 

4# Accounts Control Register 

a# A Unit or Consolidated Supply and Property Officor will 
utilise Form Ho* 56-13 to record pertinent information relative to tha 
sub-accounts of responsible officers under his supply jurisdiction# 

b# The following data will be shown on Form Ho. 36-13 for 
each sub -account x 

(1) Account Humber 

(2) Section (over which tho responsible officer has supply 
jurisdiction) 

(3) Boom numbers (of ell rooms over which the responsible 
offioer has supply jurisdiction) 

(4) Bane of responsible individual 


CONJ-Wh , ;J ;L 
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(6) flrads of ro upon nib Jo individual 
6. Responsible Offloortg Jaokot FIIob 


a. Ubit Supply and Property offioare may ontablioh mid maintain 
individual Jaokot filos for all responsible of floors under their aupply 
juris ideation. Each Individual jaokot filo will serve a« an Informal 
record of debits and credits to a responsible of floor* a account and 
will further substantiate tho postiugs made to tho Aocounts Control 
Section of Form Mo. 30-14. 

b. A document plaaod in an individual jacket file should bo 
cross-referenced .vlth tho corresponding signed instrument in tint vouchor 
file. 


6. 3took Heoord Cards 


a. Uhit and Consolidated Supply tuid Property Offioora will maintain 
Stock Control Cards, Form Ho* 36-14, on all property for which thoy are 
accountable. Central Supply and Property Offioora aro authorised to uao 
Form Ho. 36-26* Property Xnvexitory Record, in lieu of tho Stock Control 
Card. Form* Noa. 36-14 and 5G-2G are commonly referred to ao stock 
record cards. 

b. Separate stock record curds will bo established for oaoh item, 
of non-expendable supply on hand or in uso. A complete description of 
the Item, including also, model, otc., will be shown on the face of oaoh 
stock record card. Standard nomenclature, unit, and stock number os 
listed in CIO Stook Catalogues and in supplemental stock lists will bo 
used insofar as it is possible. 

c. Unit and Consolidated Supply and Property Officers will utilise 
the face of Jbra Mo. 36-14 to record rocoipts and transforo of non- 
expendable property for which thoy are accountable. This will be 
accomplished by posting individual debit, credit, and adjustment vouchers 
to the stock record cards. The balance figure on the face of Fora Ho. 
36-14 should at all times reflect tho accountability of the accountable 
officer. 


d. The reverse side of P 0 ra No. 36-14, Accounts Control section, 
will bo used by a Uhit Supply and Property Officer for maintaining a 
manning balance of each item of supply Issuad to individual responsible 
officers in the sub-aoooimts. Tlie outer left-hand column of the Accounts 
Control sootion will be used to Indicate the vouchor number of tho 
transaction being postod. The outer right-hand column will be used for 
posting the total quantity of the item issued to allykub-aooounts , and 
this figure should equal the "balance" column on the face of the Fora 
No. 36 - 14 . 
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I, The supply activity of rm Independent inotallotion dooa not 
warrant the establishing and maintaining of th^Aooo\mt« control fjootlon 
of Fora Ho# 36-14 as outlined in paragraph Therefore, 

the maintenance of a stock record account by a Consolidated Supply and 
property Officer will bo liraltci<l to tho faao of Fom T/o . 3G-14# 

f. postings to all stock record cards will bo currently and 
accurately made within ?A hours nftor h receipt or transfer action has 
boon completed* 

7 7. Posting to a bolt Supply mid jroporty of fl oor 1 n a t ook Hoo ord 

Aoooim^ 1 


a* Use of form Ho# 56-14 


The stock record account of a Unit Supply and Proporty Officer 
will bo Etointoinod, by item, on a at«ek Control Card, Form Klo. 56-14# 

b • Processing Copieo of Vou oho re 


Kxoept ns noted in parugraphi^^^^^Hbolow, all trnmmutioxis 
pouted to the Htock Control Cord, F<>m , will rofloct a cJiungo 
in the Unit fJUpply and Property officer 1 b total accountability, this 
will, in turn, effect individual ro spans ibility in ono or moro sub- 
accounts# In view of trie above, it will be necoa nary for a TJhl t Supply 
and Property Offioor to process tvro copies of oaoh vouchor representing 
a single transaction, one copy will bo vuuohered, p03tod to the face of 
the Fo^a Ho* 36-14 to rofloct the increase or doorcase in accountability* 
and placed in the vouchor file# Tho other copy of the vouchor will bo 
posted to the Accounts Control section of tho Form No* 36-14 to indicato 
an increase or decrease of responsibility in tho sub-account concerned# 
This copy will then bo placed in tho responsible officer's jacket file# 

c* Balancing of Accounts 


The balance as shown on the face of tho Fo m Ho* 36-14 should 
equal the total balances of t.ho sub-acootmts show 5n the Accounts 
Control Section of tho Stock Control Card* 

u * Transfer be tweesi Sub— Accounts 


A transfer of property between the sub-aocounta of a Unit 
Supply and Property Officer will not be roflbrted on the face of tho 
Form Ho# 56-14, inasmuch as no chango in total accountability has 
occurred. Such & transaction will be posted to tho appropriate sub- 
aocount* in the Accounts Control Section of Form No* 56-14 and copies 
of tho transfer documents will bo placed in tho jacket flloa of tho 
responsible officers con ce mod. 
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0* Posting to a Central .Supply und » ropurty pmoor'i; gfr ook Ko oord 
Ac count 

a, Use of Korra Ho* 30-25 


Tho stock record aooount of a Central Supply ami j roperty 
Officer will i>o maintained, by item, on u Property V riven to ry kouord. 
Form )Jo* 56-20* 


b* Processing ui* Accountability Docu me nts 

All instruments representing transactions which reflect a 
ohaugo in tho accountability of a Control Supply and Property Off i oar 
will bo vouchorsd, ponton to the appropriate otook rooord aardu, Pom 
Ho# 30-26, and plnood in tho voucher file. 

9# Po sting to a Conaollda tod S upp ly jmd Property Officer^ Stock 
Ho cord Aooouut 


a* U ao of K o na No# 36 -14 

The stock rooord aooount of n Consolidated supply and Property 
OX' floor will bo maintained, by Item, on Form Ho* 36-14, stock Hooord Card. 

b. purpose 


The primary purpose of a stock rooord account at an ludepondent 
installation is to rooord receipts and transfers of non-oxpendnblo 
supplioa and oquipoont in such a manner that the quantities on hand and 
in use are accurately reflected at nil times* Ko segregation will be 
made in the accounting for non-oxpemiablu property in stock or in uae 
at independent inotallations* 

c* Footings 

A Consolidated supply and Property Officer will aooount for 
all receipts and transfers of non-expendable property by posting 
individual debit and credit vouchers substantiating said transactions 
on tho face of Form Ho* 36-14* Adjustment vouchers will be posted in 
accordance with current instructions# 

10# Corrections of Krroneous Eatrios on stock peocrd Cards 


a* Restrictions 


Accountable supply and property officers will not make 
erasures or alterations of entries on stock record cards* Corrections 
will be effected as prescribed in the ensuing paragraphs# 
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b. E°rr»otlon Before Additional Postings 

an error is disoovorod in a posting* and If subsequent 
postings have not boon made, tha incorrect entry willbo ruled out with a 
narrow, but not obll to rating lino, and tho correct pouting will be made 
on tho next lino. 

°* Correction After Additional Pont Inga 

TThen an orror in pouting in discovered, and if additirmal 
poo tinge have boon made prior to diooovory of tho error, tho correction 
will bo of footed as follows j 

(1) If an incorrect figure hits boon posted In either tho 
"Received" or "Issued" ("notumod" on r 0 m Uo* 36-14) col torn, the 
aorrcotWfr entry will bo mado on tho first available line, using tho 
original^roucher nustoor and date, together with tho notation "Corr." 

Tho not figure (debit or credit) nooeaaary to mako tho oorrootion toul 
tho now balanoo will bo posted. 

(2) If a correct figure ban boon entered in tho "Received" 

or '’Issued" column, but an arithmetical orror has boon outdo in computing 
the balance, the oorrootion will be undo on the first available line, 
using the original voucher number mid date, with tho notation "Corr. 

Bal. Only." No entry will bo made in tho "Received" o^- "Issued" column. 

d. Posting on Stock Card 

when an entry has boon posted in error to tho wrong stock 
card, the adjustment will bo of footed on follows: 

(1) If tho orror is discovered while the entry is being nade, 
tho posting will be discontinued, ruled out, and initialed. *«iithout 
furthor notation on the entry will bo postod to tho proper stock card. 

(2) Providing no subsequent entries have been made, the 
procedure described in (l) above will be followed when the orror is 
disoovored at a later da to. 

(?) If subsequent entries have been made, the improperly 
postod otook record card will bo adjusted by & cancellation entry. 

The date and voucher number of the original incorrect entry will be 
posted together with a notation such as "Cancel Post* 12-17" (12-17 
being the date of the original posting). The amount of Increase or 
decrease (the exact re verso of the original entry), and the correct 
"Balance" will then be posted. Using the original date and voucher 
number, the correct posting will then be made to the proper stock 
record o&rd. 
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SURPLUS PROPKHTT 


1« (Ton ©nil 


a. The tom "Surplug Property" ao uuod in this paragraph 
rofora to aupplleu and oquipncmt v-l.ic). hit vu booono oxcoso to the nooda 
of tho Contra! Intelligence Group, nnd which have been or will be 
declared no ouch to the proper dlapoaul agency . 

b* The final dotonuiimtio n of ourpluo oupplloa and equipment 
will roat with tho Chief of tho Supply Section, Sorrioeo Division, 
or hia doaiijnntod representative* 

2* Siirpliia Property Rocorda, v:anhliigto n Area 

a. Tranaforo to ijurplua Property Off icer 

Proporty which hno boon determined as being aurpluo to the 
noods .if this Agency will bo tranaforrod to the -jurplua Property Officer 
Ripply r. notion, Services Dlvinion* Such transfers will normally be 
initiated by a Central Supply and Property Officer and will bo mnde 
in accordance with current brans for procoduro. 

b. Records 


Surplus property Officer will maintain necessary records 
vO incur© that all property in jiia custody in adequately accounted fbr, 
and that records of receipts, minus records of disposals, equal tfc© 
stock on hand at all times. 


*• Surplus Property Officer, Washington Area 
a. Rggpogglbilitles 


Xn addition to the maintenance of suitable control rooorda, 
the Surplus rroperty Officer is responsible for tho receipt, inspection, 
classification, declaration, and disposal of all excess supulios nnd 
oquipisent. 


* > * motion Upon Boooipt of Surplus Property 

„ r * ooi P t of surplus property, the Surplus Property 

win tako innodiato action, in accordance with current directives, 
to effect pronpt tranafer of said supplies and equipment to tho proper 
disposal agenoy. 1 1 
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4 * Surplus Property at Independent Instnllationa 
n * .‘".uliwlaslon of Report to ’Tnahlngton 

The Consolidated Supply and Property Officor of an independent 
installation will report oil oxowas supplioo and equipment to t«« Chief, 
forvioes iD.vi.nlon, Washington, for deposition Instructions. ~n no 
onno will dinpositions bo effected without propur authorisation. 

b * Action Upon Receipt of Disposition Instructions 

Upon receipt of disposition instructions, the Consolidated 
Ouppiy and Property Officer trill trd:» iiwnediato action to cffoct 
disposal and will report same to t a Property Control faction on the 
Monthly Consolidated Property Report,” Pom No. 36-22. 

25X1A 

INSTALLS) Af. il UHA3SIQPKD PKOillflT 1 / 

1. C on oral 


h. The term ’’Installed Property” tin used In thin paragraph 
refero to moveable thing# auoh as equipment, apparatus, appliancOB, 
fixtures, and machinery which have been fixed in plaoe in, or attaahod 
to, a building, but whloh taay be removed without destroying tholr 
ideytntlty or utility. 

b. The term n ttoassignod Proporty" roforo to non-expendable 
oquipment in uoo, the location of which precludes tho designation of 
fixed rooponBibility. 

o. Installed and unao signed proporty In current sorvioo in the 
aMR nil1 bo accounted for by tho Ciilof, Real Rote to and 
Still .Ion Unit, Supply section, qorvioeo Dlviolon. 

2 - Property Records, Washington Area 
Stock Record Account 


The Cuiof. nonl Estate and Utilities Unit, will maintain a 
stock record account, by item , of all installed and unaauigued property 
on toe stock control Card, Pom No. 36-14. The following information 
will appear on the Stock Control Card for each item. 


XMlDENTi* 
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(3.) standard nomenclature 

( 2 ) modal number 

(3) also or capacity 

(*i) name oi* Manufacturer 

(15) Ijhit oout 
b • Uno of /'rt n.i ;« T o* ou-14 

- no s***' rui'i* Wo* 1 will bo imud to record the 

traxiBKotioua which refloat fin increase or decrease In tho total 
nocountability of the accountable officer. Tho reverco stdo, accounts 
Control Section, ./xil indicate tho disposition of installed and un~ 
assigned property by buildings. 

Hesponsibili fcy ior j ^pt al led iuxi UA&sslf'ned. Property 

Uhdor uorual olrcuastmiaos, installed and unnoHi;;nod property 
'tJill not bci isauod to a responsible officer on h nij^nod receipt* The 
responsibility far tae custody «mti safekeeping of cold property *111 
rest with the individual having; supervisory responsibility over > <n 
installation in or to which the equipment is installed, attached. or 
located* 


25X1 A 


| PKKTCD OK KOKiiOT/Kb PKOrbiiVY 


1* (tenoral 


a. Supplies and equipment which arc routed or hold on u loan 
basis from a comercial fim or other Covomment agency will bo" obtained 
through the Supply doction, 3«*rvicoa Division, such property Trill not 
bo ro floe tod ox; the stock record account of an accountable supply and 
property officer, nor will accountability be established* 

D* The absence of accountability does not preclude the aununption 
of diroot wuyor supervisory responsibility for rented or borrowed 
property. 


2. Responsibility 




■> \ 
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*• Responsibility for tha custody, oaro, and safekeeping of 
rantod or borrowed property will roat with the Individual or using 
unit having poaaaaalon. Hooessary raoorda will bo maintained by the 

Sarvioaa b Civloltn idU * 1 "* P roaoribod ** th» Ohlof. Supply Ssotion, 

b. Tha loau, damage, destruction, or theft of ranted or 
borrowed proporty will bo aoeo.intsd for by the roaponaiblo individual 
In aocordanoo with the rogulatioaa governing tho loaa of proparty 
ownad by thla Agonoy. 1 * * 

■ PHQPnitTT 1SHUKI) OH TEMPORARY LOAM OP. SKIKO KKPAIHFP 

1* Temporary bo ana 


a. In tha event that aooountablo or roaponaiblo aupply and 
property offloora laauo property to on Individual or using unit on a 
temporary loan basis, a signed hand raoolpt will bo obtained. This 
roooipt will bo maintained in a auspenso file until said property la 


b. Tenporary loan leauos should bo United 
transactions and auoh action will not be eondoned 


to iutra-a L ;«*noy 

&» a routino practice** 


°* to other Government agencies must 

th® Property Control Section, Services Division* 


bo coordinated through 


2 * Property Being Repaired 


ve * ft* Typewriters, office machines, and other equipment which are 
returned to the Supply Section, Services Division, for repair will 

Omw^ r<nmin ° a tk<J ** oou,lt * bio records ol a Unit Supply and :>rooorty 


4 iai ***? accountable or responsible aupply and property offioor 

the request for repair will obtain an itoai r od signed receipt 

file IL ^ turned i R \ ThiB ra0Bi P t "*U be retained in a euapena. 
Xilo until the property is repaired aud returned* 


7n ACCOUHTIHQ fOK GASQLINK. OIL, AKD LtJHRTCAKTS 

1* General 


.—a B *J hB “«»OM« b *bility for all motor vehicle fuels and lubricants 
rlV A J5*“«y. "itbin tho Washington area, is the reaponaibility 
of Iranaportation Offioer, Servioea Division. The ensuing paragraphs 
outline the policies and procedures for tho receipt, issuing, and 
mo ousting for gasoline, oil, and lubricants. * 

b. Indepwidont installations loeatsd outside of tho Washington 
ares nay establish proesdures wfaioh are in aocord with local circumstances. 


pm? 
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2* Stock Record Aooount 



a. Gasoline, oil, and lubricants will bo carried an individual 
ltomo on the stock record account maintained by the Transportation 
Offioer. All rooalpts will be vouenared and poBtod as Individual debit* 
and a consolidated "Monthly Abstract of Issues*' will be posted as a 
credit to tho atook record account. One copy of elldtbit and credit 
vouchors will be forwarded to tho Property Control Section. 

b. Discrepancies which may arise between the roourded balance and 
the aetual balanoe on hand as disolooed by o monthly inventory will bo 
adjusted in accordance with current regulations. 

5. Issues 


*• Daily individual issues of gasoline, oils, and lubricants 
be made on a signed QMC Form Ho. 437. Delivery Order and Kooelpt, or 
on a similar form prepared in triplicate. Information suoh as the 
quantity issued, serial number of tho vohlolo, date, eto.. will bo 
inoluded on each issue receipt. 


will 


b. At the oloeo of each day, a recapitulation of tho total issues 
■ad* will be onterod on TO AOO Form Mo. 10-117. Monthly Abstract of 
Issues, maintained in duplioato. Ono oopy of'onoh supporting delivery 
reoeipt, QHC Fora Ho. 437, will be filed by tho at ooun tulle of fleer to 
substantiate this entry, and ono copy of the QMC Fora* Ho. 437 will be 
forwarded to tho Proporty Control Section. 

4. Monthly Abstract of lesues 


25X1A 


As of tho last day of oaoh month, the Monthly Abstract of ISBuee. 
In 10 “ 1 * 7 * b ® completed. The original TO AGO Form No. 

wiU be vouchered, posted as a eredit to the stook r coord account 
of the accountable offioer, and the other oopy will be forwarded to 
tho Property Control Section. 

M PROPERTY PORN 0b: THRQHOH FAIR WFAK AND TKAR 

1. General 


a. nltion 


Supplies and equipment which have become worn out or otherwise 
rendered unservlaoeble end /or obsolete in use or in storage without 
apparent fault or neglect of any individual or individuals will be 
oonsldered as being worn out through fair wear and toar in the service 
of the Government, 


b. Disposition 


Surrey Reports will not be Initiated on property determined 
aa bein- worn out through fair wear and tear. Disposition of property 
will be accomplished in accordance with the instructions contained in 

v^y i £ - L* L-l \ i j 


Approved For Release 2001/09/06 : CIA-RDP81-00728R000100010001-2 



25X1A 


25X1A 


25X1 A 


Approved For Reid 


i>lil)9/0^J (FAM)P81 -00728R0001 00010001 -2 


CIO MANUAL OK A!)Vrt!a3TUATlV>: INSTKUJlTIONS 



t he ensuing paragraphs* 

2. Action Py The* Unit Supply And Property Offi oor 
ft. Preparation of /ora Ho, 36-24 

A Unit Supply And Property Officer will instruct responsible) 
officers under his supply jurisdiction to return all property which 
has become unserviceable through fair wear end lour to the appropriate 
Control Supply and ^operty Officer* The transfer will be mode on n 
Property Turn-In or Transfer Slip, Form Vo. 36-24, prepared in 
soxtuplioatc by the responsible officer* 

to* Rroocsciug Form Ho* 36*24 

Upon oonplotion of th© turn-lu # the Unit Supply end Property 
Officer trill post one receipted copy of Form Ho* 36*24 n® a credit 
Toucher to his stock record account, one copy will wise# be posted to 
the Accounts Control section Of the Stock Control Card, end subsequently 
plaoed in the jacket file of tho responsible officer concerned, 

3* Action By The Central Supply And Property Officer 
s* Approval 

The Central Supply and Property officer will be responsible 
for determining that property being returned to stock by o using unit 
is unserviceable and Has been worn out through fair wear and tear# 

Such turn-ins will be accounted for by the Central Supply and Property 
Officer until disposition is made in Accordance with paragraph 
below* 


b# Disapproval In Whole Or In Part 

In the event that all or part of tho property has not been 
worn out through fair wear and tear, and the unservicenbility appears 
to bo the result of neglect, the questionable iteras will not be 
returned to tho Central Supply and Property Officer. The responsible 
individual will bo notified by the Central Supply and Pr operty Of ficer 
to initiate a Survey Report in nccordnncc with paragraph Oae 

copy of the notification will be forwarded to the Property Control 
Section for informational purposes* Ultimate dlspoaition of the 
property will be made in accordance with instruetione issued by the 
Property Survey Board after tho Survey Report has been duly processed, 

o# Disposition of Uhservicssble Items 

All unserviceable items worn out through fair wear and tear 
which appear on the stook reoord acoount of a Centred. Supply and Property 
Officer will bo disposed of in the following maimer: 

(1) Items which are economically repairable and which are 
not surplus to the needs of this Agency will be repaired and returned 
to stock. 

lutft HAL 
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(2) unserviceable property that ie aurplus to the noodo 
of this Agency, or whioh }.o beyond the etato of oooncmioal repair, will 
be transferred to the J’lirpl us Property Of floor in nocorrltmeo with 
current transfer procedure, 

4. Action By The Surplus Property Officer 

«• The Surplus Property Officer will bo responsible for the 
ultimate disposition of nil unserviceable property whioh la not 
economically repairable and/or la excess to the needs of thia Agency* 
Insofar ss it in possible dispositions will bn nude to established 
Government disposal agencies. 

b. Unnerviooable property which cannot be disposed of through 
nomml channels will be destroyed* Prior to destruction such items 
will b« reported to the CTO Property Survey Hoard on a Report of 
Inventory Adjustment, rorm Ho. 36-16, propnrod in triplicate, by tho 
Surplus Supply and Property Officer. A request for authority to 
destroy auoh items should be inoluded in a coror letter directed to 
the Property Survey Hoard. 

e. Two copico of the noport of Inventory Adjustment, together 
with the request for authority to destroy the itorns listed thereon, 
will bo forwarded to the Property Survey Board, through tho Property 
Control Section. One copy of the Parra So. 38-1G will be retained by 
the Surplus Property Officer fta ft suspense credit voucher to hie stock 
record eooount. The Property Survey Board will return one approved 
oopy of the Fora No. 36-16 with authorised disposition instructions to 
the Surplua Property Of floor* The approved copy of the Form No. 36-16 
will be posted as a valid credit vouchor to tho Surplus Property 
Officer's account after disposal has boon effected* C no approved copy 
will bo forwarded to the Property Control Section for adjustment of 
control records. 

6. Action At Indspsndont Installations 

ft. Turn-In of Projwirty 

Property in the pooscssion of individuals which has boon 
rendered unserviceable and/or obsolete through fair wear and tear will 
be returned to the Consolidated Supply and Property Officer for oredit. 
Such items will be soo ousted for on the stock record ac count until 
proper disposition has boon effected. 

b. Preparation of Form No. 36-16 

All unserviceable property appearing on the stock record 
account of a Consolidated Supply and Property Officer will be listed on 
a Report of Inventory Adjustment, Form Ho. 36-16, prepared in triplicate. 
Tho following certificate will be included on tho face of the Form No. 
56-16. 


fe i »-•' t-* - 
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I certify that the items listed huroon have been worn out 
through fair wear and tear in the service of the Government without 
fault or nag loot on the part of any individual or Individuals, and 
that laid item* are not economically repairable# 


Accountable Supply and l^operty of floor 
o#_Di©tributiqn of Form No. 36-16 

The original and on© copy of Form Mo. 36-16 will bo forwarded 
to the Chief 01 Station for approval. Tho third oopy will bo posted ns 
u cuaponeo credit voucher to tho stook record aocount by the Consol! datod 
Supply and Property Officer. After approval has been offooted, tho 
original Report of Inventory Adjustment will bo returned to the 
Consolidated Supply and Property Officor for posting rb a valid credit 
voucher. Tho other copy will be retained in the administrative ;ilos 
of the installation. 



DAMAGS!), OK dT0LV:?f 


PROPERTY 


— surveys 


1. General 


a. Individual Hooponoiblllty 

The policy of thia Agency contemplate!* that aomo in dividual 
will bo responsible at all tines for tho oare and safekeeping of 
Oovomisont property. In the event property ia loot, dnmaged, or dootroywd 
by causes other than fair wear and tear in tho service of the Government, 
the responsible individual will prepare a Survey Roport, Form No. 30-18, 
in aooordance with the procedure outlined below. 

b* Initiation of Survey Reports 

Survey Reports must be initiated by the responsible individual 
within thirty days aftor the loss, damage, destruction, or thsft 
ha# boon discovered. Should circumstances prevent tho initiation of 
a Survey Roport in the required time, an explanation for the delay 
will be attached to and made a part of the Survey Report. 

2. Preparation And Distribution of Survey Reports 
a. By Responsible Individuals 

Individuals who are responsible for property whioh has 
been lost, damaged, or stolen will Initiate a Survey Report, For* 

No. 36-18, in septuplleate. All faotual data surrounding the loss, 
damage, destruction, or theft should he included in the "siroumstanoes” 
section of Form No. 36-18. This should be a concise statement including 
dates, location, and names of individuals involved, and will be 
sworn to before a notary publie or a summary court offiosr. Additional 
substantiating evidence may be prosonted in the form of notarised 

CONI' ILiuMTIAl 
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of fi davit# wh ich should bo attached to tho Survey Report. Ono copy of 
the Survey toport will bo retained by the responsible individual. The 
original and five ooplos will bo forwarded to the supply and property 
officer aooountablo for tho proporty, who will assign a vouchor number 
to all copies and post one copy no a auopouso vouohor to hie otook 
record account. Bhit Supply nnd I roporty Of floor a will use tho other 
oopy to wake appropriate deductions from tho Aaoownta Control Sootion, 
Form Ho# 3G-14, and will bo filed In the responsible Individual* n 
jacket file. Tho aooountablo oupply and property officer will sign 
the remaining copies of Form Ho. 756-18 and distribute aamo in tho 
following wanner* 

(1) In tho 'fashlugton area, Survey Reports will bo forwarded 
to the CIO Property Survey Board, through tho Proporty Control Section, 
for investigation and action. 

(2) At independent installations, the Survey Report will be 

■ forwarded to the Chief of Station for action in accordance with paragraph 

below* 

b. By Accountable Officer on Property In Storage 

When an aooountablo oupply and property officer initiates 
a Survey Report for tho loss, damage, destruction, or theft of proporty 
in storage, on original and four copies of Forw Ho* 36- 18 will bo pre- 
pared. All faotual data in the form of a oonoiae statement containing 
dates, location, and names of individuals oonoemod will bo included 
in the "olrcunstanoos" section of Form Ho* 56-10* All copies will be 
vouchorod. one oopy will be posted to the stock record account, and 
filed as a suspense credit voucher pending receipt of tho approved 
or disapproved survey Report. The original and threo copies of the 
Form Ho. 56-18 will then be forwarded to tho CIO property Survey Board, 
through the Property Control sootion, or to the Chief of Station in the 
event tho survey Report is initiated at an independent installation. 

o# By Accountable Officer As itoaponaiblo Individual 

in the event a TJh.it Supply and Proporty Offioor has do lo gated 
himsolf as a responsible individual for a sub-account to his stock 
rocord account, and is responsible for the loss, damage, or destruction 
of proper ty charge d to -that sub-account, the procedures a s outlined in 
paragraph above will be followed. 

3# Action by Chief of Station 

a. Survey Reports which ore initiated at independent installa- 
tions will be forwarded to the Chief of station for action prior to 
being routed to Washington. The Chief of Station will appoint a dis- 
interested investigating officer (civilian or military) to examine 
available evidence regarding tho loss, dwnage, or destruction and his 
findings will be noted on the reverse side of the Survey Report* 

b* Upon completion of tho investigation, all copies of the 
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Survoy Report will be forwarded to the CIO Proporty Survoy Board, 
through t he Property Control Seotion, 3ervio«s Division, tfashlngton* 

4# Aotion By The CIO Property Survey Board 

*• All Surrey Report* initiated within this Agency will be 
forwarded to tho CIO Property Survoy Board, through the Property 
Control Section, for inveati gat leva and aotion in aooordcuioe with 
parugrapldl 

b* Upon completion oi /Inal aotion, the Property Survoy Board 
will retain the original copy of Form Ho* 36-10 and roturn tho 
remaining copies to the Property Control Section for distribution. 

6« Aotion By The Property Control Sootion 

The Property Control Section will distribute all Survoy Reports 
in tho following manners 


a* Approvod Survey Reports 

(1) 1 copy — He sponsible initiating individual 

(2) 1 oopy — Aooountablo aupply find property officer 

(3) 1 copy — Property Control Seotion 
b. Dlnapprovud Survey Roporta 

(1) 1 copy -»«* Responsible initiating, individual 

(2) 1 copy — k&*ov&ir *ble supply and property offioor 
(5) 1 copy — • Property Control Section 

(4) 1 copy -■* Chief, Finance Division (eortifiod true copy) 
6« Aotion By The Finance Division 


Upon rcoeipt of a disapproved Survey Report, the Chief, 
Finance Dlvision^will effect collection of all monies in accordance 
with paragraph HHI 

MCIQ raQfHRCT S UR VET BOARD 


1. General 


The Director of Central Intelligence has delegated to the CIO 
Property Survey Board the authority to take final aotion on all Survey 
Reports i authorise ultimate disposition and/or destruction of all 
unserviceable and obsolete property in t he custody of this Agency; and 
to approve or disapprove all Reports of Inventory Adjustment, Form Ho. 
36—16, in accordance with the procedure outlined in paragraph 


CONFIDENTIAL 


n 
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2. Aotlon On Survey Jloportii 

n* Tho CIG Property Surrey Board will review *11 Survey Reports 
±nd uuppl*»iuental dat n, including 1 ho finding*! and recommendations of 
tho i/ivoatigat in£ officer, pertaining to tho loan, damage, deiitruciion, 
or theft of public property, 

b. baaed on tho information and fftotu/el data presented, tho Board 
will render final deoision with respoot to tho pecuniary liability of, 
or relief from responsibility of, the individual or individuals concerned. 

o« After dooiaion has been rendered, tho Property Survey Board 
will retain tho original copy of tho Survey Report and forward the 
remaining; copieii to tho Protertv Control Section for distribution In 
eiooordauoo with paragraph above, 

3, Action On Unserviceable Qr Qbaolntc Property 

n. Tho Property Survoy Board will mview all request* initiated 
on Form No, 3G-1G, Report of Inventory Adjustment, by the Surplue 
Property offioer for the disposition of property worn out through fair 
wear and tear or otherwise rondo red unscrvioablo and/or obsolete in t lie 
serviot* of the Government* 


b. The Property S»vrvoy Board may rBliov*! all oonoornod of 
responsibility and/or accountability and authorise disposition of 
property rendered unserviceable through fair wear and tear, 

c # l» the wont tho property was render*?'! unserviceable through 
tho fault or neglect of an individual or individuals, the Property Survey 
Board will disapprove tho Report of Inventory Adjustment and direct that 
a Survey Report be initiated. 


4. Policy With Respect To Pecuniary Liability 

a. The Prop or ty Surrey Board will detormino, from conclusive 
evidence, before imposing a pecuniary charge against an individual that? 

(1) the property for whioh ho was responsible was lost, damaged, 
destroyed, or stolen through tho apparent fault or neglect of the 
responsible individual or* 

(2) there wao an intent to defraud the United States Government, 


b* All pecuniary ohargec raised against an individual as a result 
of a Survey Report will preclude any loss to the Government, and such 
charges will ordinarily be In the amount whioh represents tho actual 
loss. Consideration will be given to the original oost price, the 
current market price, and depreciation based on the life expectancy 
and normal usefulness of the article. articles whioh 

ore useful throughout their entire life are not subject to allowances 
for depreciation, tthero the property le damaged and oan be repaired, 
the cost of repair is a proper charge against an individual, provided 
said oost does not exceed tho value of the article* 


HOMFi 


uEfv ! IAl 
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S. Kl&ht of Apical 

**• Individuals against. whom a pecuniary charge luua boon raised 
way appeal th<r dcoiaion of the Property Survey Hoard to the Director 
of Control Intel ligeaoo. This appeal must bo oado, in writing, within 
50 days af tar rooclpt of uotl flowtion of th^ pecuniary charge, unless 
otherwise Specified. Tho original and out* copy of the appeal ohoulci 
° submitted to tho Director of Central Intelligence, through the CIO 
Property Survey Foard. 

b. In the uvont on appeal is not forthcoming within the upocified 
tim, one copy of the Durvoy loport, with ail supplemental data, will 
be forwarded to tho Chief, Finance Division, far collection. 

0. raiment Of Pecuniary Charts 

a. Payment of pecuniary oh argon will be undo by chock, or U« S. 
"‘octal J^onoy Order, payable to r Th© Treasurer of the United States." 

T}»c choc); or caonoy order, and a copy of tho notification of pecuniary 
charges, will be forwarded to tho Property Survey hoard. 

b# Array collated personnel way sign ft statement of ohargoo in 
aocordanoo with paragraph 6-b, AH 3S-G640, doted 1G April 1946, or 
submit payment in the anrmor outlined above. 

7. Collection By Finance Division 

Tho Chief, Finance Division, upon receipt of a disapproved 
Survey import will take imediate action to collect no ales du* the 
Govornnif'nt. In the evont that such action io ineffective, collection 
sssty bo imda through a pay stoppage or a doduotion on final settlement. 
(See Admlnictrativo Instruction par. ) 

211 rcv: ~' ll0 ' r u I ABILITY 15 AI/liITTED 

1. General 


a. Vttitm an individual admits pecuniary liability for the losg, damage, 
or destruction of public property, voluntary payment may be made as outlined 
in the emouing paragraphs. 

b. A voluntary payment in accordance with tho procedures outlined below 
will not be used as a means to circumvent established policy prohibiting the 
purchase of Agency property* 

o* In tho event an individual desiring to saake voluntary payment for 
lost property is being separate^roa tho Agency, clearance will be eflboted 
in accordance with paragraph mm 

2. Action By Responsible Individual 

An individual desiring to casks voluntary payment for the loea of 
public proporty, in lieu of submitting a Survpy Report, Fora No. 36*18, will 


L0iv» iOtNTlA' 
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c unrdi nrito i /vici lor 


"'i ic 


Un : i 




r ‘ro. ort\ 


>cti jg by bn t ;:u,;:.>ly nrnl Property 0 ££ i c or 


Tl»- Unit Suuwly «»ui froeorty OJ flour ..ill me let tho roBj.uneiblo 
individual in tin- proposition of For* Ho. nU-4J’. Voluatury J'„y*»cnt for 
•u.lio Property* Tbit? fora wi)J be Initio tod , n uoxtnp 1 1 r:nto nn*l ui noU 
by tho ro«io>aoibl(* ndividual nm.i tho Unit Supply tviJ .d property lfiicnr. 
/til copintt oi m». For;- H ). O'J-42 c.'ili br m,ui ned un ud.-juaUnvut (X) 


voucher number by tho UuU Supply otia Pro party 
bo I'rtn nod mi ?t uUBponto credit vo'.oimr t , a a 
The original oint tour cj •ion of Tor, Mo* 3(>~42 wil 
>. '.dividual tu the property G- ntrol tret < on. 


: t'ic^r and copy will 
otoci- record »*oa:nmt * 
ao *'o -juirr the 


4 • A Qtion by t h o Pr spo rty C o ritrol d re t ' on 

Tho Property Control faction will to r-aspinmible for- 

lu roviev/in^ nil Voluntary Payments Tor Public ro, erty, port 
h >* oti-4r. , ,nitinted i», hu* tua . ' :i t ;to.vi area to dfitomiao thut cnid 
action is in nce irdunco v>] th uxi otlug property rnrpjluti '.ns* 

b. deter*;! i: .Vn^tn^in 1 1 coot oT onch iter., in the -Mmwr 
outlined m paragraph 

o. correctness ol‘ nnriouol itturo* 


in Lai m in,-; ur: iui’ormnl roconl if nil v 


omdinfr receipt oT u i< signed Furn ?;>. bG-41 


,Y | my rent : 


0 :i« Property Control booti ,>r: will si 0 n th<» ori inai and i'ou r 
ca ,i! ’ 3 o: " Torn No. 3S-42 ^i.cn Uo .in 'ividuul sill UV« t * the pj narco 
. 1 virion. 


5 • Action by tho Finance P i v i u i m 

a. The Finance Division will effect collection j tno •: . >rirs 
and ainn all oo.iro of For*; Mo, hi;-/ Vni ...w ... -w . 

property, Tho original and or* cj ; y of Farm Wo. 36-41* will bo retained 
°y U ® Pjuwno ® Division <wd tho roimUoiag copies distributed no ioiiows: 

1 copy - Individual waking phyroemt 

1 copy - Unit Supply and Property Officer 

1 copy - Property Control Section 
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IV: 


b* Thu Uni f , uu< j Pro.»t*rt\ u.iicrr ivi i n rn m.. *, t * 

if Vnrr. v.s >' it *» , . J ' U ' U WA - 1 Uu ° Slif-inO <1 OJIIV 

■»I iorti bo. 00-4.-: HU n valid civrij 1 vo'.iuhur t > . « n* , > : "f 

n,. , . . , J ^ *’ ou i o jt'u ucommi 

**rUl. 1 *!. Ji MiJO _ ;; f .);0 VOHOti^r : ’t I f . nn ... . 

the Amount,, C m,rol nVuV V F.„Vn ^ "nZ'l V, 
J'-okct file Uio r,;:«iU t = ■ i vltlunl . ‘ ,UmI “* ,ho 


°* Tm» Pro. urty 0 nt iMj. SoeU .u: «Jli „ ; , 0 too 

Mo. dti- 4 R to mS. 1 iH.fc the oroio.rfcy c.-utroi rcv«i , 


«t DOU fr.ii.iv 
full* o-pnocy, 


Fjr*. 


Act l 


G l,u ' U .^rty 0 : : idor 


»•'. Uj/y, ,r 
1 .V pttvwi i;f ?. l. uri 


Khm -u. individual Kit., la ,• •«, . llCi; ,l«-. for tu.. io 

<i»etruofci .n or Hi'Uc .o -crty deuiree fc... : »k« v .lunfcu,- 

-‘.oorndont installation, t,« Comrnx, u ,.t„d Sourly ,, ( i -. £ .. iotir 

"Property Control Action" ao ,,tli, lw , ^ 7^1^ 


ouy- ly .«nti Pro; '.rty Officer v.j 


)i the unit ooot 


1 bo 


. <ur Uu» d<!tnrwi<n>t.iun 

"-iiiss 1=r V :!: '^ 

1 ot»ll«ta. oilionr. ' * ' "" lmr ““ t, ‘" 

if’ ’ :>]■ To )j \V 'r:TQJiV aP jnvrv'- px 

1« lie rural 


ii iPut H’viona .i n use 

_ The Re.-ort of Iuwntory nljusWit, P«m Mo. oh-iG w . 

U 600 by OK uorouatfioio auyoiy mid j'-j;;rtv o : 1 lour /.if. .. ....W 
uratationa. to adjust d. f: kr^cct bot-.wou cbe "bV ucV 'WVu cm 

: ' • f°°* ,V, ° 01 ' d «•*» “c-^1 ..jUiuitity t ui ^.d/or i~ 'Z „ 8 

oiueioaod :>y u |>nyaieal .,m-utory. -xco-.t /.» in -nrr r -’, ■> r 77 4 

tn<> uao ol Form Mo. .it-16 i:. o i. 0 . " ' 1 

K' ,c ti ' yiiij, errors T. auifc; r.^ ir Imoroour .j-u • ,• 

UI ’° ircorroot r.onwio lnturo » ~ v v° r 

!-r..' :orty. ^ h ' ia ' x * ln Z aec >uat«i.-ili ty for ur-vioucly unacounted for 

b. Co' reotion 'JfjgrrorB in Po stings 

f .‘ h0n Ul ®, :;o; ' ort 01 Inventory .idjustaont is used to oorraot 
dificreonnciea reaultin* fro.- errors in ostlng or aotano L r 

rs “ ‘-V r * r •• ! '»” s *■« 

.. lnl • " .ctuclcs thv utilisation of Fttr Vo. tn 

adjust inordinate shortages. 1 


CONFiOE.Nl 
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A 


o* Cor root Ion 


^ iVo r MrL y AOOjytgtr u;, U by 


An »ocouatiV.>If> »u;vply urui i;rty r U*;r;r vj ill, u;o 

u.‘Jo.>v6ry ;,r uimcuount»d for ^r;; ‘rty, 1 1st r»n.M jro.orty , m ^ ; t >m 
N'o. Mid i.>oat to L4 Hi ua rw> iul jufetnont vouuh^r to h a «t.>ok r<.’«ord 

account. In bU event iv. •iUcjv? ;*‘*d nt n 1 duto .such 

proA-rty vms .irroaiooualy ua;, ;! ,«tc.i .(or, the **c<i mnti. icr )U-. W' , A nd 

proi mrly tffficor will u:tc Furr rr>, * J 

nu ; ,)unt a b i I i uy • In auoh c?ia-a # r*. 
ndjustifl^nt. vouchor number. 


to rolAjftru him»olf of 


• rrnoo wi. 


bo i.rvdo to t ):o 


i'ruonrnti ;n -uib O.Utributi^n 


Tho ttoci.naitttblo 
oi* Inventory Jdjustruttiit I/, 
invoiitory balance, n.nd tho 
adjuatud. Aft or a vouchor 


No* the nccountnhlo otrunly nnt 

/•isl, oro cony ru.; a s?uo;o oust* o rodt h voucher to 
Tho origin;* 1 and tvo uci.'ioii of t!m Furr No, Ati 
the follow in,.. ammer j 


ly to i.; rty *3; ;. j oor v/1 J.JL. procure n Kf iort 

. |U !A« ir ; 1 1 ; c ft to L j : : t \ tJ u he I" Ci .1 rdft < 1 b s 1 fUlU © , 

•tv. ra. ‘.:o and ^hort^.-e.:: of th- ito.™ t > bo 
mint*!*- hu« boor. u..ni-nr.<J to » ii «ouie» of 


ir, u.>rty ufflcor -tf) r<-~ 

: : to c V r 0 c ,» r d ? * c a a unt . 
'•*111 be rii £ tribute d in 


,, . “* f" thu “ U 6 hi:sj.;tar; imports a;.' Inventory adjustment will bu 

iorn-.rdod *,> tne property Su.-'vuy «.»nrd, thro.., !> th<> T’r v-vrty C introl 

i->f) Ct 1 Oil a 


b. At •• rule pendent • uatrj.luu.v.na, K#v.>*>rta 
•via bo forwarded to the Chief ,-f otntion. 


I nvnutory \i ju» tn*ont 


Action Uy Tho CjG Prooortv 


arvev Hoard 


the Property Survey Iio«.ru will take finni action ,n all «e;.-ort S 

i“v<mtory Aujustnant s»ri ;/ i«ntin.- :u the iVtuj . • nr i.’+tfr 

autJwri^od adjuatnonta imvo ;.eon up .-roved, the original i^nn Bo. dd-16 
.;il- bo returned to the nooouiu-.ble suuply .aid ;.ro..>ertv ■■>:' icer to bo 
is lor! as a valid vouchor t-j u a stock record acco nt. T .hr: suooor.co 
copy nay bo used to adjust the Accounts Control .-.action . a (i«it or 
Conan lic.-itod Sunply and Pron.orty Olficor’ r. Stock C u-.trol Card if 
nocossary. In the event that the Roport of Inventor'- .Vi >u,:,v.r.*«nt lists 
disortjpaooioa of r;nre than one aub-auciunt. rxtrnotn'of th* Hearn 
aertanunp; to each account will be undo by the Unit Supply and ropnrty 
f '*?* r * rh ® oxtracta will bn ported to the Accounts Control section 
fa* S °* ‘ ,fa ~ U ,ind filod iM the appro- Tisto res onslble floors* 
r 5 il0# * 0ne c °Py 01 thff H!>,-r jved Fora Ho. 35-16 will bo iorwnrdod 

Jb "* ‘ r ' ,pnrt y Control Section for djustameta of the control r cords, 
unci one copy will do retained by the approving authority. 


CONFIDENTS 
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•t an lndoprod*nt^i l ^t*lUtlon 0 wlU 0 bi» I t^ nt0 ) ry ^5 )uate “ nt orl Bl»wtln i j 
«h« -Ppro^Zl of aut'orin^ adlulwt. ’ST,* tho ° hlof «* StatlonT 
of Form no. 58-16. wiU bTrStem^Ho <£*" th. original 

6. Disapproved Inventory Adjustm ents 

not to .T^Jtoto^ .”55 ““•* ° r *•«— — -Jdtod 

posting*, laoorraot n oaen ol a turo or * f? not * d J ust iwpropor 

accountability for prorlouL^^oL^ 1 ^^^:^^- * 

t-pprwrlng au tWl t£, all °ooploa *1° not * 00# P<*blo to the 

to the aooountable supply pPQ p orty officer ‘with ^ "ll 11 b ° rotUrn ” d 

a Surrey Report* Form Ho 3 A ia vL ^ Instructions that 

After the nur^; ZJrt tef bi pr<,p rr d 0n thn diB "PP^«d 1W. 

■■it win xs;: 5r.sss; 5 th 

disapproved Report of Inventory Adjunct! ^ ** 5 * ther with th. 

copi.s s: 52ft £2£S! ^i 1 £!• *• *“«*«« « n 

final notion taken on Le s!^? r.o "A pproved subject to 
Distribution and action oa^hTwS^f* ? f ** lt *“ 8 indioatod." 
Adjustment will b. In accordance w£>f 

as was t*Z.TZVX2£ n , b ° M ’ lEMd *• — vouchor nunb.r 
“ d ^ will^e pUco<1 in Whi0h At 8u PP° rt «* 

hag bean prooeased. Korn Ifo. 56-16 after 


■ EXPBUDIXujtB 0? PROPERTY 

1 . ggydlturo or proper ty For acperiasntal Purwosa. 

ltur * «- = sssj 
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* i8n *f ** ** mu Chief ' or hl » Jo«lKn»t»d 
raprvMitKttw. wlXl appsur oa the face of an Issue or trenefor doou- 
1 ••• t Pom Ko« 36-7 or 30— HA > 

I oertlfy that tho ltama llatod hereon, will b« expended fbr 

ln tho «®"lo« of tho aoveraaent. Any unused 
portions will ba retumad to noraal supply ohannalo. V 


(signature) — — — 

Tho laaua or transfer doouaant «o oortlflod will constitute a valid 
Touohortothe stock record aooount of tho aooountablo supply and 
property of floor concerned* 

2 * ££S£j£jg*£* of Sup plies By An Aocountablo 3upply and Property 
Offloar — — ~ 

8Upply “, d p roparty Officers nay expand supplies and 
**?* n<Ubl * nature for use ln activities under their 

th. following 1 cartlflMto , h ° ^ W#B SS " 7 t °«* th0r * lth 

». 1 ““ a *-» •—** «* 


Aooountablo Supply And Property dfflLoar 


The laaua doouaant. Ibm Ho. 36-7. so certified will constitute 
a oredit Toucher to the stook record aooounti. 


I gOHSOLIDATKD PROPKBTT RgPOHPB 


1. Oaneral 


.* • *V*er naintain adequate control of non-expendab le 
Swrt? ■ onthly Consolidated Property 

SlSrt W d W 1 * « d Property Offloar will 
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2. j>r<> P ftr ^ on Of the Consolidated Property Report 
a. Details of Preparation 

(1) Fora Ho. 38-22 will bo prepared In triplicate by the 
Consolidated Supply and Property Officer a« of tho last day of each 
month. Ttsas on hand with an Inoreaaod or decreased total balanoo at 
the end of the reporting; period will be listed In column 1 of the Tom 
No* 36-22. 


(2) The unit of the itew, l.o. . each. lbs., ft., oto.. will 
be entered in column 2. 

(3) The inventory as of tho beginning of the reporting period 
will be catered in column 3. 

(4) All receipts will be entered in the appropriate spaces 
In oolunn 4. 


(a) "Receipts except Memorandum Receipt turn-ins and 
Local Purchase" should Include property reoelvod from tho Supply Section. 
Services Division. CIO. %shingtou, and other Government agencies. 

(b) Local purchases will bo listed separately and tho unit 
cost will be indicated. 

(o) overages aeem®t#d f or oa poports of Inventory 
Adjustment will be classified as receipts and should b© listed as such. 

(6) All disbursements of non-expendable property will be 
listed In the appropriate spaoes of oolunn 5. 

(a) The "Issue Sxospt Mono ran dun Receipt and Operational" 
oolunn will not be used. 

(b) The "operational issues" column will not be used. 

(c) "Transfers or Disposals" wllllndloate property 
transferred from the jurisdiction of the installation, suoh as transfers 
to other Government agencies. 

(d) Shortages accounted for on Survey Reports and Reports 
of Inventory Adjustment will be listed in appropriate oolusns. 
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(«) Column 6 # "Closing Inventory Including Balance on 
lfo»oran<fcai Receipt", will bo tho nun of column plan "total receipts" 
minus "total disbursements". * 

35* Distribution Of T)w> Con no 11 dated Fro party Report 

Tho original and one copy of tho form ifo# 36-22 will bo for- 

channels, to tho Chief of Servioea. Washington, D. C.. 
Attention t Property Control section. The report should arrive not 
later then tho 16th day of tho following month. The Proporty Control 
Section will use the pare Ho* 36-22 to wake appropriate odjuatfu on te 
on property control records* 


AUDITS 


1* General 


a. All stock record accounts maintained by designated account- 
able supply end proporty officers will be subject to periodic audits 
and Inspections by a representative of the Property Control section* 
services Division* ' 


b* Auditors will have the general authority to exaaino all 
property records which they deem necessary for reference in connection 
with the audit* Where the examination of records by an auditor conflicts 
with security regulations, exceptions to the above will be «ado* 

2* Audit Objective 


a. The primary objective of an audit is to ascertain that the 
interests of the Government are being fully protected, a further 
objective is to detemine that the prescribed principles and procedures 
of property accounting are being followed. 


b. Auditors will determine that* 

(1) Ail itens chargeable against an account are accomplished 
by authorised transactions supported by valid vouchers; 


(2) Stock record accounts and Inventories accurately reflect 
quantities of property on hand and/or issued to using agencies. 
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8* Certificates of Audit 


a. At the completion of an audit# a Certificate of Audit will be 
prop* rad and signed by tho auditor. Normally, five ooploa of the 
Certificate of Audit will ha prepared and distributed as follows i 

(1) Original to the accountable supply and property officer 

(2) Z ooploa to the i'roperty Control Section 

(3) 1 oopy to the appointing authority having supervisory 
roaponolbillty a ver the account; each an branch or division chief 

(4) 1 oopy to Ci.lof* sorvioon Division. 

The Certificate of Audit will present a concise ournary of 
the results of tho audit including the diaoropauoioc and irregularities 
noted and a statement regarding tho condition of tho aooount. 


l>xspoBi?icn of c.i.o. mnror r ascoiros 

1. Definition of Property Hooorda 


Tii® term " Property Records" as used In this paragraph will Include 
etook record cards* any equivalent forms used in lieu thereof# voucher 
registers Maintained in connection with the stock record account# voucher 
files# Individual jacket files# and all other forms maintained as an 
integral part of the property accounting system. 

Zm Disposition Agtiou and Limitations 


a. Six months after an audit of a property account has bean 
completed and a Certificate of Audit las been issued# tho audited 
property records my be withdrawn from the active files and placed la 
the inactive files of the accountable supply and property officor. 

b. Property Records will bo maintained in tho inactive files of 
the acccuu 1 table supply and property officer for t period of eighteen 
months. At the end of the eighteen month period# authorisation for 
the destruction of property records my be requested from the property 
Control Section# Services Division. 


^■ FEOPSHTT PASSES 

1. General 

A Federal Sprite Acfelni strati on Property Pass will aoocstpany the 
aowmit of all public property from and strong tho various buildings 
occupied by this Agency In the Washington area. This pass oust be 
procured in accordance with the procedures outlined in the ensuing 
paragraphs. 


CQN n 


IDEM 
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2. Coordination with Aoooimtsblo Of floors 


Responsible individuals in the various using offices desiring to 
effect a transfer or withdrawal of proporty from any building will 
ooordinato the oontonplated novouont with thalr respective aacoimtable 
supply and proparty officer. 

3* Initiation of Request for Pass 


Tho aooountsblo supply and proporty of floor will forward a 
memorandum to the Old of, p r operty control Bootle n, or to th« appropriate 
in di Ti dual designated to sign proporty passes in his bolialf, requesting 
that a F.T.A, Property Pass be issued. This momoranduw will be prepared 
In duplicate and should contain portinont Information regarding tiuo 
proporty uovenont, One oopy will bo retain od by the Initiating of floor, 

4, Authority to Sljgi Tassos 


The Chief # Property Control Section, services Division, is 
responsible fbr the coordination and control of proporty movement within 
tiie Washington area, and will, therefore, be charged with the Issuance 
of all F.1T.A* Proporty Passes* Howevor, sinqe all using offices of this 
Agency arc not centrally located, the chief, P r operty Control neotiau, 
will designate oertain Individuals to sign property passes in his behalf. 
These Individuals will not Issue a P.Vf.A* V roperty l ass until a signed 
raomoranduu has been reoeivad from the accountable supply and property 
officer, individuals designated to sign Property Posses Trill wain tain 
a file of all requests received, 

25X1 A 

ISSUANCE OF PUOPKFTY CIJKARAVCSS 

1, yqahlngton Area 


a, Aotlot* by lndlvidual 


Prior to departure from this Agency, an individual being 
separated will obtain the necessary signatures on Fora Po, 36-20, 
Property Clearance Sheet, This is to Insure eewplete &rm final ulwsu*- 
onoes of all Monies and/or property which may have been barged to him. 
The Property Clearance Sheet should be obtained from the personnel 
Division or the appropriate Administrative Officer. 

b. Action by Administrative Of floor 

The ranting of an individual in the proper clearance sequence 
will be the responsibility of the Administrative Officer of a branch, 
division, oto. Clearance front the tfciit Supply end Property Officer will 
be obtained before final clearance is given by a Bran oh Adalnl strut Ivo 
Offioer. this lower echelon supply clearance will also bo necessary 
prior to obtaining a clearance from the 1 roperty Control Bootlon, 


raw nr rNT!Ai 
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o. Aotlon by Unit Supply and Property Offl our 

Tho Unit supply and Property Of floor will tako nooostiury 
notion to aeowrtain whether or not tho individual bolug separated has 
property charged to hiw. Inmedia be clearance will bo iaeuod in the 
event there are no current charges. Should proparty charged uxiot, 
the prooodurue outlined in tho ensuing para&raplui will govern. 

d. Turn-In of Property 

All public property in tho possession of on individual being 
separated from this igonoy will bo returuod to tho proper supply 
ohimnelo. Tho Unit Ripply and Property Officer will aaoiat tho indi- 
vidual in tho preparation of tho Property Turn-In Slip* Ports ho. 3G-2*. 
nhm tho turn-in has boon ef footed, the Unit Supply and ”rx>porty 
Officer will sign the Pr«}>erty Clraranoe Shoot* 

n. Instructions for ffnllstud Personnel 


Enlisted \my personnel being separated /Vow this Agency will 
rotoin in their possession tho clothing and oquipt&unt llatod on their 
Individual VK) ?om Mo* 32 ns authorised by t/ve current Tf.b. Table of 
cTqUipnfmt Ho* 21. Any end all special equipment In tho pousoaslon of 
individuals which is not authorised by 7/8 21 will bo returned to this 
Agency In aooordnnoo with the procedures outlined in paragraph d above. 

f* I^ost, Degaged, or Stolen Property 

An individual being separated who is accountable author 
responsible for lost, deranged, or stolon property will iultiato a 
Survey Report, ?pru Ko* 3G-1R, in accordance with paragruidi^^B above, 
or ranks Voluntary Payment as provided in paragraphUIH below. In 
lieu of signing the Property Clearance :>heot# tho Unit Supply and 
Property Officer will woke a notation, similar to tho one bo low, an 
the roreroe side of Pom Ho. 36-20* 

has a Survey Hoport 

pending oovori ng* ti 10 TSa^bf tho following I teas of Govermwmt 
Property. 


(List ir^porty) 


ijnlt “Supply entf property (tffioor 
Account Ho. 



.u 


J TIM- 
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g* Voluntary layment to r boat Property 

The gran tine of a proparly clearance to an individual being 
separated from the Agenoy who dec 1 ms to nake voluntary payment for the 
lose of public property* in lieu of submitting a Survey Kanort* will be 
effected la the following manner t 

(1) PQit Supply and i rcpmrty Officer 

The Unit Supply and Property Officer will cueist the 
Individual in tho preparation of Form Ko* 56-42* Voluntary payment fbr 
PubHo property* in accordance with instructions as outlined in jmragraph 
Ml In lieu of signing the Property Clearance sheet* the Unit Supply 
and Property Officer will wake a notation on the reverse side of Form 
Ho. 66-20* similar to the one below* 


Is making voluntary pay- 

(TE_T 

wont for the loss of tho following items of pt&lio property. 


(list items) 


25X1A 


Wit Supply and Property officer 
Account Ho* 

Fora He. 36*42* Voluntary Payment for Public Property and 
Form Ho* 36-20* Property Clear unco sheet* will accompany the Individual 
to tho rroperty control gaotloru 

(2) Property Control Section 

The Propcrta^ontrol Section will take action in 
accordance with paragraph HH and in lieu of nonaal oloartmoo will 
make a notation on the reverse side of F 0 m Ho* 56-20 as follows* 


olearanoe from this 
made to the Finance 


may be granted urooertv 

ussn " * * ’ 

mttmr ptynmit tor tho obovo itmo Iim boon 


.vision. 


Pro party control Sootlon 


lOhnDiJTIAL 
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(1$) yinaao# Divliloa 

Aftar th* Z^naao* Divlttl on has o£Xeot«d oollaofclon of 
noaies u outlined In paragraph the following notation will be 

made on the referee eide of the Proparty GlearnnoeSheets 


received of 


Paynant in tl>« anoint of fl 


for th® obovo itmm 


-TTfiSaT 


7TOKT 


T'lnonoo UEvIaTon 


h. Proporty in Transit 

In the ovant tho individual being separated line property Ik 
transit or looatad outside iaahingtcn, a clearance will not bo granted 
until auoJi tlno ao said property has been returned to this Agency. 

The lfc.it Supply and Property Officer will wake a notation, ainilar to 
the one below, on the novorso oldo of Kona So* 36-20, in lieu of no mol 
clearance signature i 


has the following oqulpaeut which 

[KJ] 

liss not been duly accounted for. Upon return of said itoun to this 
Agency, clearanoe will bo granted by tho 

(Branch or Division) 


(List Property ' 


’’tjiiit Supply and proporty officer 
Account Tie. 


2. Outside Washington Area 


a. qwrtifleafta fifoa Consolidated Supply asd Property Officer 

An Individual, prior to Ids depr*rturo fren an independent 
installation, will obtain a signed property oleeranoe, which will be in 
the font of a Baanato Issued by the Consolidated supply and Property 
Offioer for the stetlon. it is suggested the follewlag oleerenoe 
oertifieate be usedt 

I oertlfy that (flaws) hsa returned 

or otherwise seeeuatsd for all public property charged to" bin prior to 
'his departure A row this installation, with the following exceptions i 


Consolidated Supply and Property oTTToer 


■Station* 

CONribuHlIrtl. 
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b# granting or withholding Clearance 


Xh* Consolidated supply and Property Officer, upon viutomliia- 
lion that tho individual boivii; aopa rated or transferred dooo not )u'/v 
Any cur rout property charge* againct him, will ur&nt irraediato clearance, 
la the event Property charges exist, action a« outlined In the ensuing 
paragrepha wlllbo token for thoun persons returning to Washington for 
separation. Final clearance will not be granted to on Individual being 
nop* rated from this Agency at a field instal lntion until ell property 
bee been turned- in, nml/or accounted for# 

c. Clonranco after Property Turn-in 


25X1A 


All public property In the possession of un individual being 
transferred will bo returned to t/io Consolidated Supply and Property 
Officer, and a property oloarantK) will bo granted, 

d. Initltttion of Purvey Report 

In tho ovont nn individual rorjuo sting olouranoo has lost, 
d nan god, or destroyed public property for idiioh ho I© responsible end/ 7 
or accountable, a Survey nopor t, Pom No, 56-16, will bo initiated in 
accordance with paragraph ^■abovo. ?lio Consolidated Supply and 
Property Officer should tJmn nako h notation, ctnilor to tho onj below, 
under "exceptions" of the Clearanco Memorandum* 


(ilano) 

for tha following ltasn; of public j;roperby* 

fUst I tens) 


una a survey import ponding 


Cmifioli dated - Ihipply and property offioer 
Station x ___ 

e. Retention of Essential Property 

Upon transfer, on individual will not be allowed to retain 
any dovormaent property unless ee?*id equipoemt io essential for the 
completion of tho journey. Fetniaod ite»ui should be listed undor 
"exceptions* of the Clearance Meaorandua and will be returned to ap- 
propriate Supply and Property Officers, Services Division, iuuodiately 
upon arrival in Trhshlngton. 

f* Distribution of Clearance ywori adwi 

Distribution of the station Clearance u 0220 ran dun will be as 

follows t 


(1) 1 oopjr will bm retained by tlia installation or station 
from which the individual is departing# 

COHHQINTIAl 
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(8) 8 oopiea will aoacnpimy tiia individual 


6* Arrival in WMhington 


will mrvirt!! kT 1 ^ 1 ^ tho individual botng *»par*t*d 
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I. Purpose and hoopo 


‘Vho purpone of thin inn emotion is to assign responsibility 
for, and establish methods governing, fiscal activities within CJXr in 
accordance with existing Imva and regulations. V),o iuatnmblcmu 
outlined nro for the general guidance of the officials nmi onployoou 
of the f K; in connection v/xih vouch or od funds finurioial uotivitiuo 
for the 'iopartanoutul uorvj <ju. 

2 • Fun<; tlonn o n n i< rgani ss nti on 

n. Tho fiscal ;j notion, FI ruin oo j, > 1 vision, io responsible for 
thw ttocoun tin*; and Auditing of all funds placed at the dinpoaui of ii •. i « 
nganoy, except no otherwise stated in those instructions, 

b. ?ho fiscal doctioi; in ruttponsible for tho following primary 
function a : 


(I s AtffliBfciui.; In fcno development and rutin temur :uo oi 
uni fora accounting practices; 

(2) Jo to raining the legality of proposed expenditures, 

t in availability of appropriations , and the sufficient* y of itiudn; 

(»0 Audi ting all expand! turo deoUMontn preparatory to 

payment; 

(41 Hilling, collecting, and dope siting cuvtounts duborainod 
to be due tho tin i ted .States; 

(bl ‘fa in tain in g individual salary records, to include 
recording and accounting for retirement, tax, deductions for and 
issuances of bonds, fuid other compensation adjustments involving properly 
appointed personnel; 

(6) Preparing the payroll and distributing salary el.ocjko 

and bonds; 

CO Applying regulations for leave and attendance reporting 
and maintaining employees* leave records; 

(S’) Preparing fiscal reports us required; 
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tixercinln*', nupurvinton over the iMiich] vorir <»r the 
field orrioen In the H.f,. and abroad, nud vrhon directed by tho chief, 
I-’Uumoo :> ivluiotij inspecting and Invootlj.ttUni; tho*.« offices in order 
to determine that fj soul no tvlvj ties are boim; conducted properly: 

(10) Anointing in trnlniU; « r> personnel in flttrml pro- 

oodu roa s 

(11) noopurutin,, *-t1 wJ advising aumiui o i-rnti vo officers 
concerned witn fiscal uotlvl tloij. 

o. Fiscal onOtion in composed o Vivo units; nfuiol;/ # 

Aocountii, Vnvol, uyroll and hoavo, Plains# tun! fiscal Toooauim;. 

*>• ilxiiminin^ and certifying >fIMeiulu 


'•’no /?i*oal auction will provide for (totalled o;uuai?mtIoh o f 
pay rolls, reiraburaoraont accounts, mid nil other typos of vouchors and 
no counts prior to certi fi cation und approval f *or pnynent. The examina- 
tion will bo performed by auditors .fun ill nr with the laws find regulations 
o f tho Uni tod r.tutew und tho disbursement of fodornl funds, collection of 
fooa , disallowances, n d other itomn duo the l>)itud states. 

u. doaponaibili tioH 


An employee donij^iatod aw an Authorised fortify in,; * f floor 
ifi responsible for propor cort^i cation of vouchors in accrmlantio with 
the provisions of ob P.b.n. d2o h &) . Po la required ' o 

furnish bond for tho protection of tho V’nitod f-tatoa in such amount u» 
mny bo determined by tho director of tho /pency pursuant to standards 
proscribed by the feorotary of the Treasury mid is held accountable ,'br 
ami required to make {;ood to tho tfoited Staten tho amount of any illtq;ul, 
improper, or inoorreot payments roaultizij; from any false, inaccurate, or 
rucleadirn; certificate wado by him an well us for any payment prohibited 
oy law or which would not represent a lo^al obligation under tho appro- 
priation or fund involved. 

b. Poalfingtiuns 


Tiie names of tho employees for whom cortiJEVinj!; authority 
is nought will be listed on M Schedule of Officers or Kmployeoo 'lUthorixod 
to certify Vouchors for Payment to Disbursing Officers xaidor tho Kxocutivo 
13 ranch of tho 'Jovamnont" and submitted to the Director of Central 
Intelligence for approval. The employees listed on tho schedule bocono 
Authorised Certiiyin^ Officers only after the schedule has been allied 
by tho D1 rector of Central Intelligence and after the original of the 
Schedule as well as the signature cards (Treasury Dept. F'orn 16b6, Hov . ) 
and bond have boen accepted and are on file in t3kO Treaoury D^partracmt. 


ibt-h 
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o* Rov oootlon 


Jfcmioation of mi onployou' n authorisation U> certify 
vouohorii will l)o Hooomplin’xiii by tho woo of thu urm umbo rod Vrmuiury 
form un tit loti "mivootttion of authority to Corti fy Vonoimru for v aywont; 
to Hsburoiri,' officero uijdor nno ibcunutlvo }} ranch of tho Ocvorctnunt" 
tvhiob will bo imnrilofl tri the? minti nmnrior no tho at, thori**tit>n font. 

d* Advance Duel jil ouu 

Uhoro tlforo i« n quant ion of Xhw 1 rival vvd in payment on u 
vouoho r submit ten I to him for cortifi oh tier., on Author! »ttu horti fyin^ 
•vrfieor lute tho rirjvl to apply for and obtain on ucvtincc duciinioit iV on 
t \o Comptroller '?on oral of tho Hnitrni htatos in accordance with the 
provinionn of Public haw 30 ii - 77 th Com-roao, approvcid December 
1 <M 1 (51 nzd) m 


4. Hafokoo plnr, of Publi c imiJs 

Dnployoon n harmed witu tho cm fokoep in £ oi' Public > n miy nhrxll 
bu fold po ronn.nl ly linblo for »uoh 'Wide (61 i i.'i.r. 821 > . ?iu/ vutarxl 
action mid any other officDa similarly mnponirtblo, will provide anfo« 
or othor a ui table locking dovlecm for oafo^unrdin^ ooliootlomi, imlnry 
chccku, bonds, and othor valuable itono. 


Personal funds or pnporn cihoula not be plnead in ft oven went; 
ekoopin^ fuciliticis* iU*ch quno inofficial J*undo ae tkono for the pod 
hrosa, Community Ghost, '-L'-iployatss* Alfaro Association, etc., if admin- 
istratively considered necouoary to bo plaood in these ’aciU tioi;, 
should be in n separates lookod uowpartmtnit or box with ti c; key to such 
contuinor in tho exclusive posaonaion of tho partioulnr individual 
xoapnnaiblo f or its contents, owovur, tho presence of ouch non-ofriciui 
contents in tne official safokeopinp, facility will not automatically 
entitle tho responsible individual to the combination nr key thereof. 

iraployeos chared with tho oafokoopim; of Public -' O noy shall bo 
old personally liable for such funds (51 521 ^. 

b» Tnopoctiona 


An required, the Chiof, Finance Division, will uiroct the t'inoal 
Inspectors under his auporviaion, or officials of tho Fiscal Hootinn, to 
conduct inspections of fiscal aotivitioa of too Agency. Litton reports 
of all inspections will bo filed with tho Chief. Finance nivioiori, «r.d 
tr.o inform, tion contained in those reports will be utilisod to toe 
fullest advantar,o in aoninistering financial affairs. In tho event that 
findings of tao inspectors indicato the nocoosity for future investigative 
or roaodial measuroa, appropriate action will be roconrnondod by too chief 
hinanoo Divio ion. * 
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0. Liaison 


Tho fiscal friction will conduct adninl atmtlvt* 1 % ala mi with 
•'odoral agencton or other organisations on routine fiscal natters. 
Liaison for purposes of cumaumnuting new policies, procedures, and 
agreenenta, or other activi felon o.r major Importance will oo conducted 
tin dor tin* supervision o'* the ffriof, ''lnonoo Division. 


ACCO'ddTTCG 


The no counting functions cf the A canny will be iidnlTilnterod by 
tho Accounts Pnit, Piaoal bcctlon, In compliance vri th tno Comptroller 
General's proscribed forma* systems, arid procedures for ndmlrilatrhtlvo 
appropriation and Amd aooount1.ni;. 

1. General Lodger 


A General Lodger will bo Maintained in tho Accounts T> niL, 

’ ioonl auction, for purposes of control lint; subsidiary accounting rooorda 
ami for appropriation and fund accountability. Tbo accounts Maintained 
in the none rul Lodger, na will as the forms, oyu terns, and procedural* 
used, arc prescribed by General Regulations HBUH 

2. Allotment Lodger 


a. Requirement 


Tbo fiscal coction will maintain o f fl olnl ai I o tmimt account- 
25X1A in,, records in accordance wit}) Gonoral Regulations which in 

quoted in part as .follows 

M Allotment accounts are provided for tho purpose of showing 
currently the unobligated balances of appropriations ami Amds, 
and of insuring, insofar as possible, against the incurring of 
def ioienetoji. . . . 

"Accordingly, it is the administrative responsibility of ouch 
oxocutive department, establishment and agency of tho rode ml 
Government to allot, apportion, and obligato Its appropriation 
In such manner as to prevent expenditures in excess of amounts 
appropriated. . . » 

"3inoo allotnont accounts are provided for tho purpose of pre- 
venting deficiencies In, or over expenditures of, appropriations 
and appropriation limitations, it is obvious that if the nmo\mts 
allotted do not exceed tho appropriations or appropriation limita- 
tions and the obligations and expenditures do not exceed tho 
amounts allotted, no deficioncy or over expenditure will occur* 

It is, therefore, important that allotments be made in such Manner 
as will effoctuate a control at tho point where contracts arc 
approved arid obligations incurred...." 


CONFIDENTIAL 
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b • ' uln Umancia 


A separate illotmimt hodgar will bo uotablinhful unc main- 
tained by tho Aooownto Unit# 'M seal !j 0 otion, Tor each iillotmont account 
to which funds have boon allotted by tho Uudgst Saotion. ledgorit 

will bo maintained without regard to object cluaaos. Fintrlon in tho 
vnriouo columns of tho lodge r have ct direct of foot either by addition 
or subtraction on tho unobljU.atau liulaitca of the allotment mi follows: 


1. Allotments Add 

2. Obligations Incurred .Subtract 

3. obligations Liquidated • . • Add 

♦A. Hot Jiaburoomont Vouohorn , . Subtract 


by extending tho balance of the various column in the 
lodger, tho current information will bo obtained no to the unobligated 
or fYoo balnnoo of thu allotment. 

o. Consolidation 

Ao of September 3 u of each year the allotment ledger accounts 
for tho provtouo fiocul year will bo consolidated on tho bnsio of major 
programs or notivitioe. 

3. Obligations 

a- ' ^tubli shmtm t 

Obligations will ordinarily be established by norms or 
copies of the obligating documents, l.e., contracts, Purchase Ordors, 

Shop Ordaro, Govsrnnont Tronopo rtation Requests, yravol Orders, Oovurtt- 
mont Rills of hading, end so forth. Whore use of such obligati ng docu- 
ments is not fottsiolo, tho iiiscolXonoous Obligation Record, Fora 
No. , will bo used to establish obligations* This form will also 

bo used as a subsidiary record of recurring obligations for payrolls , 
rental and service contractu, travel orders, rind other classes of 
obligations, accruals, deliveries, or services which extend over all or 
part of tho allotment period* Tho *,*i Hcelloneouo Obligation Records will 
be prepared by the Accounts Unit, baaed on written information furnished 
by offices administering tlio allotments to bo charged. When obligations 
ore os tab 11 shed by moans of tho yiscellanooua Obligation Record, tho 
basis for computation will bo indicated, so that appropriate liquidation 
can bo inado when applicable disbursement vouchers are recorded. 

All obligation documents or data will be routed via the 
Budget .lection to the Aooounto ttalt, Fiscal Section, so that tho obliga- 
tions nay bo encumbered against the applicable allotment aooount. 


CONFIDENTIAL 
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b. Typeo 

(1) Vorflorml londoij nbl i nation n will Ue# outnbHuhod by 
the* Accounts Un 1 1 on “a aoivDTIy oniftTlxr oovor too »nliu*lti« of vouohomd 
unpin /woo and related ovortino. ?; o payroll obligations will ho Uqul- 
dfitxjfl each pay period in accordance v'i tu the liquidation uehodulu 

ots tn\>l * nhod /'or ti o obligation, rather thnr by the unaunt of t‘*o vouchor. 

(2) Travol Obligations covering specific trips w5ll ha 

established on V lu'lmai iTV^tTo' Tru vol () r dor (V’orra ami will include 

all o,x>)«m atm authorised in the Travel o r dor, i.o. , ; ur diwa in lhn. or 
subs! stem;?#, railoago, expemoes incurred incident zo too uno of (tavern** 
io«nt Transportation Requests, mm other reimbursable expoudoa such no 
movement of household effect n ana tiujtonUont.fi, and ail anticipated 
obligations covered by the Deques*, for T r avol Order# j’rnvol Oniiira will 
not bo released to the traveler, nor will travel bo performed until 

Un to rrairifi 5 on Una boon rmdo "bn*; sufficient ?\mdn have boon reserved to 
covar the anticipated obligation fn r travel, tranuportniiiori requests, 
otc. Travel oblivions will bo liquidated when the roinbunwudut 
vouchor and related transportation requests are submitted for payment. 

(3) ? rauspu rtn t i on Muil,.;ntior.c (h :* nov<r,or. h <>:' freight 
will bo uchubliamxf \m "tb.fi basis cTT (lowrhfwnt Bills of had in,. 

lld.Vw Obligations for Oovemraont Auquontcj lor Transportation will r.ot 
bo oauBollahoci who?) tin; Requests art# iasued. however, when the traveler* », 
roiubur cement vouchor is paid, the travel obi. tuition will bci liquidated 
nuu each Transportation Request entered individually au an obligation 
against the allotment. Milt; of hading vd.ll not bo re leasee to the 
carriers until determination ban boon nud« tint Hufflciont “undo mo 
avai.lo.bln to honor tart obligation* Rillo of Lading un d Transportation 
Request*. vrill bo liquidated at; related freight bilXinj;e aua ourrior’a 
billings arc? subnittod i'or paynent, or upon voiding o* tbo ori T ;innl p 5 XI 
of l.iuiiti;;* 


fo >n ~fc rft0 O b i 1 featl on is oovorin^ co»muni cation oorvlcon, 

ronta. and utilitloo, and “otTIur oonirnctlml servicoo will bo ostnbliohoti 
by ;aouns of tiie PicoollrmoouB Obligation Heooni, I'o m S4-S). Ckmios ol' 
such contracto and/or a^rooiaouts will be routed to the Aocounts Unit for 
obli^atiajp Contracts, or fi^roorsonte will not b© nnterod itrtu in rwBjnmso 
to roquoota by adtoini atrativo offices until it has boon do*cominod that 
auffioient funds are available to cover the obligation. Contrnotiml 
obligations will be liquidated when related billings and/or vnuoKwre art- 
submitted fbr parent, or when such contracts or agreements f.ave boon 
terminated. 


(6^ Purchase Obligati oris for supplies, equipnemt, and 
services will bo estabilaiiort on the basis of copies of Purchase Ordorn, 
36-1, or other purchase documents issued by the Service*! Division, 
P£A. Prior to relaase, the Purchaso Orders will bo routed via the Budget 
Section to the Accounts Unit for obligation. Purchase obligations w5.11 
be liquidated when the vendor's billings are oubiaitted for payment, or 
whan sucii Purchase Orders aro cancelled# 
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(d) ( far CluiiaB wilt bo established and/or 

adjusted to agree WT&7 *0 iTT "rxruTun t IJTnTtno a when such claims arc itubr.il ttnci 
to the Oonorai Accounting office for direct settlmont. nbl4i;nt unit :"o r 
claims will be liquidated in aouoninneo with riatico of sottlimotit by t )u> 
rbmorul Accounting Office. 

4. Re cord of Unligulda tod Obligati one 
ix. vfultitommoc 


Tho Hoc orcl of Unliquidated Obligations will be mil n tal noil 
by tho Aocoxmtis Unit for recording information pertaining to outstanding 
obligation!#. Tho IJocord will bo Maintained by appropriation, allotment 
account, and sub-ob Joct olaua in order that (l) too status of oaoh 
unliquidated obligation may bo readily date ml nod, (2) it :tny bo nnoor- 
tai thkI that tho amount of oaoli obligation umi liquidation hnn boon 
oo rroctly recorded on allotment ledgers, arid (3S1 an accuruto lint of 
unliquidated obligati oqb, cltujtilficb un to aub-objoefc, may bo Available 
'° r Informational purposes and for preparation of reports. 

b. Consolidation 


A* of doptamber 30 o" oaoh your tho record fbr too ;,ravl one 
iacal year w5.il bo consolidated oh tho basis of mnjor program; or 
activities* 

b. object damuficutitm 


Object class Ificntiou ayiabols, baaed upon the typo of the 
cervices, articles, or cthor items involved, nn distinguished from tho 
wurpeue to bc< attained, will be applied to all obligation, expenditure, 
and collect inn docunon ta affecting appropriations tm d funon. Object 
olaafli float! n symbols ao sot forth, ir* tho following codo will be used 
insure uniformity in analysing, recording, ami reporting unliquidated 
obli gabions and expenditures t to provide budgetary information for tho 
preparation of estimates; arid to facilitate efficient mnaewawnt of funds. 

tpxde of Object and 3ub-<)bjeot Claosiflogtion Symbols 

01 Personal gorvioos 

01.1 Regular Payroll 

01.2 Temporary 

01.3 Part-time ami ta^ 

01.4 tfight VJ ork differential 

01.5 Lump Sura Payments 

01.6 Native Pay 

01.7 hiving nrxd Quarters Allowance 8 

01.5 Over tine Pay 
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02 Travel 

02.1 civilian - 3 >om«t as i#l c 

02.2 Civilian - Foreign 

02. 3 Military - inmoosio 

02.4 'liltary - }*t> ml $ri 

05 Transportation oi‘ Things 

05.1 Regular 

03.2 Ponional if facts (changt) of station) 

03.5 Potmlty Vail (ovor 4 pounds) 

04 Gomnun lout Ion oorvlooo 
04*1 Telephone 
04.1-1 Private T.inuo 

04.2 Telegraph 

04.3 Cablegram** 

04.4 To lo type 

04. 5 Penal ty » ai 1 ( or os b with a ppro p r 1 at i on 1 Its 1 tntl on ; 

04.6 Postage 

04.7 Trans fora 

05 Rents and Utility Gorvaoos 

05.1 Off loo space 
>5.2 Tarohouao Opnco 

05.3 HusinosB Machines 

05.4 Technical 'Squlpwont 

05.5 taceilnreowo 

06 Printing amt Rinding 

06.1 OoYorrmont Printing nffioo 
OG. 2 Cowmo roi al 

07 nth or Contractual servicoo 

07.1 Kopair and Maintenance of Structures 

07.2 Security Reports 

07.3 Reproduction 

07.4 Reporting Services 

07.6 Guard Service 

07.6 \\i cool lane oue 

OB Supplies and Mato rials 
05*1 Office 
OB. 2 Photographic 

25X1 A 0B.3 Automotive 


05. G Communications 
OB. 7 Publications 
08.0 Miscellaneous 
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'>9 IpMOXit 

oiM* orrioo 

09 • 2 i ' ic t»o i ! c 

OS?,? Automotive 
")9.A Operation ul- \ my 
09 • !) Oj i «> r a 1 1 o i i u i « > j < \ v ,y 
09,(5 foariurr aitUions 
09.7 Hopro duct ton 
0 9 . 8 ; ( i, o c o 1 ). nn oou n 


0, l) 1. » t r i \ i n t 1 on U) < i go r 


H. V ulliUjfiUllOU 

7;,o Accounts bu.lt, ’* Mini foot* on, v#lil satin lulu ti a o'TI. cii\l 
distribution Ledger, no required uy (Uxiorru PQ^wlntlortn ?« r o. 100. Iritstru- 
nontn recorded in the Distribution Lu<4;or will consist o'* all 'ey p on of 
expenditure, settlement, and refund collection docuroonto. The Ltuij'or 
vjl.ll bo raahitaluo-J by iq -oprlntloua or funds, nllotrcont account, nml 
aub-ob Jeot olauol I’icnUionii in onmr that it, tiny bo ascertained that 
M-nnunto of expenditures ami collectives have boon correctly recorded ok 
A. llutn»M< lodgers* uxid ti.nl; u; accurate lint of not expenditures, 
classified ac to sub-objoot, nay bo available* for informations! piirj' f >Boi», 
and for procuration of reports. 

Dm C ortgolidatiou 

A© of 3') <•; ep tombs r of onch year the Dictribu tl on Lodger 
accounts for the previous fiscal year Mi 1 1 be consolidated on the? basis 
of rmjor programs or uovivitleo. Sub-object accounting unci roj-ortluf; 
will bo disoontiuucm, 

7 . Lapsed Appropriations 


a. *Thon appropriations lapne, the following action vxill bo taker, 
in order that surplus fund warrants issued by the Treasury f.iay bo ante rod 
Into the Honoral Lod&urt 

(11 The Accounts 'hilt will ascertain that all expenditure, 
settlement, and collection docunmito have boon entered in ti»« allotraont 
accounts. 


(2) The Accounts Unit will cancel all unliquidated obliga- 
tions by appropriate entry in th« Allotment Leader. The entry and the 
obligation document will indicate that cancellation has been made in 
order that the unexpended balance of the appropriation can bo carried to 
the surplus flmd as proscribed by Sootion 713, U.S. Code^TiTL/r 3| . ^ 
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(?) Tie T)tt*i(;ot ,-;«>ctloii will bo iidv!nt#U of the ronultlui, 
unobligated balance of ullotrumt* oo appropriate nllotnoirt '\m n 
will t»o executed withd rawing those bultuioon. 

M’ Final nummary will bo prepared m lapped np: ropH ntionn* 
and fur tho r allotment io<4; u r accounts will not; bo required. 



The Payroll Unit* fine ti on* will bo responsible for the pre- 

paration, p re- audit, and juIru salon for payment of departmental payroll* 
for vouohorod personnel of this Agnnoy; tho pout-audit mid mlutcmaioe 
of records applicable to overseas vnur'oroci payrolls; tho cmlntanauaci of 
applicable leave rocordn and retirement records* both aw to recording 
service h tutor/ and retirement deductions; tho withholding mid reporting 
of a, .cunts withhold for income tux purposes; tho maintenance of records 
for if. ’*« qavingr. Hondo: and the <1 iotributionn of salary c iookii ami 
• T. <;• lavinyc Ronds. 

1. Tine and Att endanc e Reports 

Tin© and Attendance import#, standard Firm 1130, tovismi, v;ii3 
OQ used no h timekeeping record for* and no a basin for ptiynout of 
salaries to* all civilian employ* os listed on vouohersd payrolls. i? ‘hoao 
ro porte will bo maintained by ouch Office or Staff Section* or unit of 
organisation thereof, whichever in bunt suited for checkin,, attendance*. 

a. Uocordin,; and Repo r ting 

•fJwro will bo entered on ij+putdara Kom 1130* Revised, trio 
number of ho urn in pay status* the annual* sick, and oonpommtory leave* 
or leave without pay chargeable to onch l<-dey pay period. All approved 
overtime and author! is edi fall. day work for which payment is to bo iritido 
must also be recorded on tho Standard v orm 1130, Revised* Vhonovor nii^ht 
differential lo claimed* tho employee's tour of duty must bo indicated 
mi the time and Attendance Report. The employee should be requested to 
initial standard pora 1130, ifovisod* for any absence from work beoeueo 
of annual , sick or compensatory le«vo* or leave without pay, so hb to 
preclude later dispute of leave charges* In the case of absence for 
sick leave tho sick leave certificate at the bottom of form 1130, hoviaud, 
will bo 3 i^ 7 iod by tho employee. If, at the ond of a pay period* the 
employee la not available to initial for any leave token, the fbm may 
bo submitted without trio initials. However, Standard Form fo. 71 rjunt 
bo oxeoutod for leave for which initials are not obtained* and submitted 
Tilth the subsequent Time and Attendance Report. If upon return of a 
traveler it developo that >>o waa absent from duty on annual or nick 
leave that was not reported, a Standard Porns 71 showing leave taken will 
b© executed by bin and submitted with tho next Tino a-.d Attendance 
Report sent to the Payroll Unit. 


CONFIDENTIAL 


Approved For Release 2001/09/06 : CIA-RDP81-00728R000100010001-2 




25X1 A 


25X1 A 


f ,? 1 


b. corti flo u t ion 

The ;umd of ouch (ffioo or stuff ruiotlon will designate two 
employees fur ©non reporting unit tut authorized to sigh Time and Attend- 
ance Reports, ?w 0 copies of the designation o wit. specimen nltfiaturos 
^iil bo furnished the l ay roi l unit, Fiscal faction. When doiiignutlmuj 
aro cihmiged or author! mtionrj revoked, the Puyrull unit will ho uotifiim 
Iniiedintoly by nubm! union of now doeignatl one its id specimen ni^m tunic. 

Certifications on Time nmi Attendance Reports will ho 
alguod (not initialed^ by designated employees . !Jo Individual will 
corti fy Kin own Time ami Attendance Report when; imothor authorized 
employee is available. 

c. Submission 



Tim© and Attend 'in on Reports will bo forwarded no an to 
arrive in trio Fiscal Section not In tor tur.u 4*30 or: the uondixy 

following t‘iu cl ono of the 14-day pay period. V o reports v/il* ho sup- 
ported by (1) Applications for Leave, Standard Form VI, for annual lemva 
in oxooso of 12 days or leave extending fro:.i one reporting period to the 
noxt; (?.) oortifieftto of physician or practitioner for old: limvo cover- 
ing a period in excess of 3 dnyo ; (:>) standard Win 71 fo»* oic): leave 
covering a visit to a physician, den tint, oculist, etc. , showing the 
tins of the visit tmd the name ntui address of the doctor; and (<'• 
duplicate copy of 32-3, bearing the approval of the Chief, budget 

action, for authorised overtime or holiday work-. 

2. Payroll preparation 


departmental payrolls for vouchored personnel of LLia Agency 
^ill bo prepared by the Payroll Unit, Pineal Section* 

The current Salary Table issued by fcb«* donnml Accounting Office 
will be used to dotomine arsouncs duo employees for per immm, monthly, 
per diem, or hourly rates. Much pay period will oounint of two mlninin- 
■crutivc work weeks, resulting in 26 bi-weokly pay periods per yo nr. Mot 
pay will b© determined by deducting from gross pay the authorized amounts 
for retirement, taxes, bonds, and other adjustments. 

3. Ovortlmo and holiday Uuty 


Kmployeos who perform overtime or holiday duty as defined in the 
Fsdoral Employees Pay Act of 1945, aa amended, will bo compensated or 
given compensatory timo off in accordance with the provisions or (?T(J 
Administrative Instruction 


4. night duty 

Smployooa assi^piod to a regularly scheduled tour of duty, any 
part of which falls betvreon the hours of 6i00 p.nu and 6? 00 a.n. arc 
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entitled to oompomintlon for work between auor hour* nt a rntc of UP' 
in oxonjM of t) ni r basic rnt« o/ o (mt >o lumtlr u T. ^Ti'Toyon* uru not 
entitled to this flight diffisrontiul when In n J.orivo status. fjctrn 
puy for illicit duty in oxouati of the basic rate is not included nn purl; 
of tho lmnlo rate for miMputlnj; overtime pay . ban nir/t differentia \ 
is claimed, tl o Tim® find *ttonduriou pnjiort, I’om 1130, must indicate 
the employee's regularly scheduled tour of duty. 

ft. Living; and qua rto ro Allowance 

Uhoro spooil'lcnl ly authorised or upp roved, ^unrtoru allowances 
t\nA cost of living nllotfmnnou , or special Pirelli living nllovmncon, 
will bo paid to those owployaon having pururmant station iu n forntpy: 
country* :?uoh allowances vrill ho paid in accordance viitn tuo provisions 
t>f imroau of tho budget circular *-d, hurts i, and h. p»r tho jmrpu hoc 
of paragraph 6 of Part A of budget Circular A-B, civilian ciftployocui uro 
olttoui fled ns follows: 

Group 1 - (Mot applicable to CTu’j 

Group Z - chiefs of i' l salons and other principal off loom 
directly subordinate} to <>Hflhlrp;tofi , (:, ( Vales 0 otherwise approved 

by tho oirootor, these off icinln Include ^ratios CAV-lf or t'-G, or above, 
'tmployeaa ’ u those grades who aro nor directly subordinate) to ’ f nnhin>,t;on 
arc Included in Group 3.) 

Group 3 - Toahniaal and p rof otmional employees with prudes of 
rt A riu 9 or P-3 or above not covered by Croup Z» 

Group A - All other employees with grades under C/vF-9 or ; -3. 

Civil aorvica employees who arw United States citlsuno nm 
entitled to ti ?,&*' pay differential (not to exceed n rntr* of nompemm- 
tion in excess of f 10,000 per annum) if stationed in Terri tori os of the 
United Gtatos or a Cost, of Quarters and Living Allowance in accordance 
with Bureau of the Budget Circular A-0 when stationed in a fbrot^i 
country* 


G* Final ml ary Payments 


Final salary payment and/or final clearance will not be granted 
to on employee transferring or temiimtiug from this Agency until nil 
monies and/or proporty that way have been aosi^nod tc h in have boon 
pro parly accounted for or returned. Before final payment 1 r nnd«, ti.w 
final clearance form aunt be ini tinted by the ; oracnnol Divio ion, 
oloared with the applicable officials in advance, and filed in the Pay- 
roll Unit, Fiscal section. ( See CIG Administrative Instruction |BH| 
0 
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’ ublio !.iw bj'fi, "Mt; Cun^rosu, provider fur u.o lump-sum 
payment to certain ^ovtminont employees of accumulated or accrued 
romunl leave due upon their separation Prom fjevamment dervloe or upon 
* runs for to Htioti.or a^oncy in a position under n different;; leave eynton. 
’bur final lump * hum payments will ho mudo by the tty roll irnlt mi the 
b not b oT In formation regard in,; the last working day n; d the accrued 
annual leave* rut shown on the jiorn enrol notion tormina fci*h, the wiploytm' n 
services, after V«: ‘luni. clearance for.) fas boon received, 

:ioction ** of* iiblir. haw b2«'j provides that upon t; <> boat) r> * an 
employe* of t> o Oovammon c, th»* value of ununod annual leave bo paid 
n ... upon the ostnbliahniwnt o' 1 n valid claim tharo'br. . , l! in the *v»lJow- 
ln>; order of precedence: 

,f v n ir«t, tn the beneficiary nr beneficiaries, If any, lawfully 
do si i'rmtcid by the employee vmd#*.:* hn •otirnnont -at applicable to bin 
service; 


"Huoond, if there on no .»« . designated hour* "i clary , to too 

* * a tn t o of ouch do o o nee <1 or* r invon.'’ 

V * fay roll Du du o t i on u 


Payroll doductiono may o made for salary ovorpayrum .h, leave 
without pay, roti romont, taxes, bonds, quarters ftUowfmcon, insurance 
premiums for 7 nr AronoioB ;£np ley cuts ‘roteotJve yanoci nti rin, ni.lowm.o©B 
author! aod by pw«r of attornoy, amounts disallowed t»y t: v fltmurnl 
Accounting Onflow, and any other duly author! sod deductions (5 p.q.c. 
:J2c > ) . 


a* Tieti reman t Reductions will bo withheld fror* basic pay in 
an an ount ttquaTTj’o oljtlio "oiiploy no ' ,j basic pay. In accordance with 

pro co dura a proscribed by the 'Ppioml Accounting Office, those deductions 
aro deposited in the Treasury of the Pni tod ;tnten to th. > credit of the 
Civil Service Retirement anu Disability Fbrid, and npproprintod for tno 
paynont of anmiiti©o # refumiB, ruid other allowanoof}. ?b.o b«oin ualury 
upon which ratinsTiont deductions aru to be comptited is tho unriunt 
earned during the first 40 hours of duty one'' week, without regard tr> 
the days of the week upon which such duty is performed {2b Conn. Cen. 
102> . 


The Fiscal Section will credit the rotironant account of 
each oraployoa witli the anount deducted from his basic salary, pay, or 
compensation for or edit to tiio Civil service Retirement and Disability 
*\md (Scotian 12(a) of tJta Civil service Rotirerient Act of vay 29 # 19X0, 
ns amended). 

b. Tax Deductions will be witiihold from tire employee* a pay in 
accordance with provisions of Section 1622 of the Internal Revenue Code* 
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Vm» wi ♦, -.‘•oliilrtr, p rovf. uior.M of ;:odo apply to all orjloyoou wit? uu» 

exception of thorio who urn t*> porfom nervines outside tr if *m.i t w «t n 

* i\a r in « , too najor part <> t;* niilimdrtr your. 

7hti Huoontfi withhold ’V lit be determine'.; fron’. uiiltirv tables 
issued by too fjonoml Accounting a 7 \t oo and Circular ’ T- r-vl imd t ld4b, 
issued by Liu Bureau of Tuiomal . ov^mw, 

d.t '.holding oxerm tlomt v#? .11 ho a) lovmb *?uoh enployoo »»n 
,,a) bind a oh M Kuployoo* u : *5 th ulding exemption forti “i on to’’ , r ’ro»«u ry 
bna ‘ 7—4 , on fill) with .y,o ih.yroJLi M u1 i » trarv' -oc ti on . Tf an it; iwloyna 
fail* or rox'iniou to furnir,. a no rtf fi cu to, tnxwi w}VJ bo •Crdolb mi i f 
the employee mi J oi.rJ.innd no w!. V’ -j- t * I i r* ; oxomj .-linns. -uco J. led, *’Jiu 
corti. fie* to will remain in of foot until nn ariuudwti cort.i •’ lento \r, 
fuminhed* A‘‘i«iaki*i cert l •.‘lev-its r.urrt ho rMlirJ wi tv, in 10 dnyn *?>; oj l rim 
number or exemptions Is reduced. AnonJub corti ficnt«:i incronniuj v.ti> 
nuMbo r of oxonptlom) may bo 'Hod nt ary cine. 

*vi thholdiug flttftenrmt, “om 7f~2, showing tJa? ;;romt wiipos 
paid n?d »v,ount withhold for to ‘/fin vrilJ ho fumlnhod ouch onployoo 
with in 30 days a ft* r tne close « : hi o calendar year or separation from 
tho Agency. 


Hxceao withholdings duo to an onployoo , y fa) loro to 'M It* 
an exemption certificate, Form r -4, will not bo ueijufi ton. i'xoenu vilth- 
holdings duo to canceled checks, over pay mcmt of salary, cr error nay bo 
adjusted. A- tor Withholding jtAtoncnt, Forr: nan boon tho 

onployoo, excoca dmiuctiona cannot bo adjuutnd mrJ any rofiiini duo 1;)io 
employ oo will bo undo by tiko htirono of Iritomni • ovotiuo \>n tho baai n of 
t : >o or-tployeo 1 n inoowo tux return* 

c. bond deductions for the purchaoo of Unitod ’;tiivou ? uvin b fi 
Hands may be inudo fron an oKploywci’B salary only upon ruaoipt of 
Trouaury Aopartiawrit Tom ?io* 2254, 7?piivitiunl f\uthorir*fitior: Card and 
Aocord o f Payroll Allotsaonts, siivnod by the employee* V>uvA: ruitlio ri ::u- 
tions rrnaain in effect until canceled by tho employee in writlu,; or 
ot/torriiee anendod by execution o p another authorisation. 

L>tploy«o* sop* rutod fron tna .i^ency may deposit a sof- 
fioiont mao unt to oonplote ti c puro>iaao price of the bond bain,; ournmtiy 
purchaaod by payroll allotacnte# Any uimppliod anounta of bond doihtc** 
tions aciotmtinft to 60/ or raoro, romainint; to tho credit of tho employee 
iKiin^ separated, will bo refunded. 

d. Distribution of Salary Ohooko and Bonds 

Salary checks will bo distributed by tho payroll Unit, ^iBcal 
Coction, to designated payment olorks of tho branch, division, or office 
in which tho individual is employed. A list containing tho mmoa of 
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tho employees end providing . spnoeti ’’or nig* attires will nmionpHny mu*;, 
group of qheifjko* The signed lists evidencing receipt of tho o hooka by 
Uio ouployoou must bo returned to the Payroll Unit imtuiiatnly upon 
dui ivory of tho checks. Widal lvered chocks accompanied uy a memorandum 
ntuting tiio reason for non-do 1 ivory must bn returned at tho name time. 

Tn those iuetanoos whoro nn employee in absent tYorn work but it in known 
that ho will return within 5 dnyu, tho payment olork way rn tain the li»t 
of undelivered chocks for tho 13-day period. 

'ftctrime care must bo oxcrcieod by paymont clorkn to imiuro that 
chocks do not booojao lost or ml q pi no od and that security regulations tiro 
not violated. 

•Jnitwd Staton tfavingw Hondo will ue mnllod by tho Payroll Unit, 
-loonl Section, to tho uddrotiu designated i>y each employee. 

F. hoavo Hcgulationn 


Vatic ho red employees of thin Agency are governed by tho leave 
regulations prescribed by Executive ( rdor Ho. 9414, and by tuner, cbtiunts 
thereto Issued by tho United htatoa Civil Utrview Oownisuion pursuant 
to 3o«ticm 7.1 of that ardor. Thorn follows a brief outline* of tho 
leave regulations wi tn respect to accrual ami granting of leave. to- 
gother with administrative* policies in spool fio caaoa. For special 
canon involving luavo, tho leave regulations weutlonad ttbovo should 
be consulted, or tho uyroli Unit, Fiscal lotion, should bo consulted 
for clarification. 

a. Annual Leave 


human cut ornpioyuoo will be credited with leave at the 
rate of 1 day (0 hours) per bi-weekly period. The minimum credit for 
leave will be 4 hours, a;.d additional credits wlli bo in multiples 
thereof. Temporary otaployooa vrill bo credited with loavo at tho rnto 
of 2 $ days (20 hours) for each month of service. Accumulated leave 
nay bo carried forward for use in succeeding yo&rs until it total** not 
exceeding GO days; provided, that during tho period of tno present 
emergency 5*0 days additional leave any be accumulated; provided Arrthor, 
that when accumulated leave equals or exceeds 60 days, further Increase 
in ucoutaultited leave shall bo limited to 16 days in any ouccooding year. 

Employees shall not be granted annual leave in oxooss of 
tho amount accrued to tholr credit. Tempo rary employees shall not bo 
granted leave until itaaedinboly prior to the end of the month in which 
it is earned. The minimum charge for annual loavo will bo one hour, 
and additional leave will bo charged in multiples of one hour. 
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'■ . :> l rk 1,0 a vo 

kmumont mu! temporary employees nhuil be ormiltou with 
oi ol' lutivu at ti *> j’fXvu o'* 1 . day u (l 1 ^ bourn ) per i*nnth. khe Mini nun 
oroO.lv for nick lonvu In 1 ‘lour, ami additional credits an) in multiples 
thorno f. tjuunmi olok Umvo uocru on and ia available for A/tum use 
provided that hue balance to the o rod It of the orij/loyoo at t) o end n S 
mvj i'.K)U t!i does >)!)’, oxoood 00 Jays. 

Alc‘ In a vo will bo grouted to c/raployoos whoa they nr< in- 
capacitated for the performance o’: Umir duties by nlckmims, injury, or 
pregnancy and run fi nomont, or for nodical, dental, or option! nxnrilnn*- 
tion or treatment, m virion v number o' 1 the i wr.odi n fco J'ami ly of th«* 
employee in afflicted with a oontn, ,iouu dlnoano nnu niqulreio the imro 
and attendance of fcf * ■<? enployue • or whan, throng- exposure to oontngi oua 
dinoauo, hot) ifruiitncn of tdo onployou nt hiis of duty nouitl Joop«* 

a rdixo the dealt) of others. '’ho minimum charge for sick loir'o will bo 
1 hour, f ui'i additional leave vdll br charged In nulilpios o r ‘ 1 bo nr. 

\n ottployeo who in absent hotinuuu of rsickriticis should notify 
•,U super vi ijo r no early an practicable on the f ; rat day of such nbr.cmoo, 
or as noon thereafter as possible. pniluro to give sue: notice way 
result in the aboanoo being charged to annual loa/o or leave without 
pay, uo ti-o ci rountf turiooa nay justify. HequoAts for flick leave for 
modi cal , dental, or optical examination or treatment shall bo tiubnlhtod 
for approval prior to the bogirmin , of the leave. 

nodical ccrti fiestas -rill not bo required ‘or sick leave 
of ;■* da/tt or loss* nick leave in excess of 3 wo rVr dnyu must bo supported 
by tt nodical certificate, or other uvidouou administratively acceptable, 
v/nicK must bo filed within lb days after return to duty. tfiok leave for 
nodical, dental, or optical examination or treatment must bo unpportod 
by a certificate of the employee that 1 e hue received sue? treatrio)'. t or 
examination and shall include ti.o nano unu cvddrocs of tie pb/eicuir, 
dmitiat, or ctber practitioner visited and the date nui r.nur a?* ti« 
viwit. 


v?lion sick loave occurs witiiin a period of annual leave 
ami latite B or mo r& oi>usooutivi5 work days, tlie period illneutj r-iO,/ be* 
oh urged ns sick leave mid tho charge against annual leave reduced 
accordingly. Application for sue) substitution of nick leave for annual 
leave shall be nrndo within 2 dnyn after return Co duty and shall bo 
supported by a nodical certificate, or other evidence administratively 
acceptable. 


In cosos of aoriouo disability or ailments, and whoii the 
oxi&enoies of tru) aituation so roquiro, flick loavo rony be advanced to 
permanent omployoes not in exoesu of 30 dayo; provided that no advance 
of sick loavo shall bo mado to any oraployoo unless the absence jVon 
duty on account of illness ia for n period, or periodn, of 6 or more 
conseoutive y/ork dayo; that o very application for advance sick leave 
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?i al! >.K) ;*u ppo rbod by i\ aodiaul cwrti Clou to* auu that t : .a total o * uoh 
:vivnnc«.»!i snail bti charged against nic: loavs subsequently credited. 

:UuU l on vo way bo advanced irntupoo tivu of whether the rtuployao unn 
annual leave to his credit. 

^Lc.t leave tfitiiJJ not' bo advanced to on tifnployno holding u 
limited uppoint/aunt , or one expiring tm a npuoi Plod (into, Jn excess of 
bo tul sick 1 uavu that won id accrue dur-ug t) u remaining period oV 
oo oh ftjipainl^neTit. 

o. Court Leave* 


h’iion au employee in absent from duty for nttondunop in 
court a» a wi Lnnun i r ; buhnl.r nf the Uui tori btston or fovornuunt of 
Jio ,)|« trict of uolumbin, or for Jury duty in any ftute court or court 
of too United Ltntoa, Die absence frot? duty shall not be char^otl ngainut 
annual loivvo but should bu reoorriou no 11 court leave.” 

d . hoove fur Civil Sorvl co hTxanluatiori 

Tm accordance with standard praotioo, the onployeon of 
tbla Agency will bo grouted ti no off without charge against lonvci for 
tno titan nooeiianry to complete (1*) non— coi'ipotj tivo cxur\i?ut*jio!i., , c f<*r 
promotion, or (2} open competitive examinations for tV.oi r prernmt jobs 
prior to the os tab 1 is ‘wont of register s of oligibloo. Lnplo yoos will 
i.’o i^rwi vod k^rao 0.1 f without charge uguinot to take any Civil 

:'?ei*v!oo exauini.it tun previously taker, and failed, providhig it applies 
to their present job. howover, those employees who, in ardor to qualify 
for a register, take open oorapotitivu uxaminti ticnK other t‘*tr thonc 
required for their present jobs will do go on annual lonvo. 

0* v literal ty Leave 


iftuicr authority of regulations relating to annual rvnd nick 
ioavo of government ohiployoos, applications for maternity leave any bo 
approved by the Chief, Personnel Division, Fv A Branch, under tho follow- 
in S circumstances: (1) written application will bo submitted, ucoor.i- 
paniod by a doctor's certificate on Standard Pom 71, an i (2) normally, 
eterni ty leave will not oxcaod **x wontJis, including accumulated nick 
loavo, accumulated annual leave, and leave without pay status* for nny 
balance of tho six months’ period after accumulated sic' and annual 
leave have boon usod up. 


Upon receipt of written advice from the attending physician 
certifying to the absolute necessity thorefor, the Chief, Personnel 
Oivioton, Sh A Branch, may a; prove extonnton of an additional nix months' 
pGriod of maternity leave in a leave without pay statu*. 


pH?, 

MU 
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f* i*<snve 

*’ Hilary 1* two Cor train In,; purponcis only, "w ithuut loss 
^ f ’ pay, time, or efficiency rutinj*/* will bo grim tod to ’’regular*' 

•j,;, loveos of the United who are uomhors of the national Guard, 

) •ficora’ uuorvo Corps, or Li o Laval, 'arino Corps, or Const Guard 
Itoaorvo. Toi nomry, substitute, and f ’wUon actually employed*’ personnel 
tarn not entitled to military leave. m general, military leave i-my not 
exceed lb days in any <ma milcmdnr your* Additional tl 7 ?io during n 
calendar year will bo charged no annual Umvo nr leave without pay ns 
dote mined by the orn/loyoo. 

An onpicmw Coni ring military leave should indn.it GtandurU 
Form Uo. 71 , Applies Mon for Leave, accompanied by two copies of bin 
military oniorn. T-‘C leave will be reported on the Time and Attendance 
1 -uport, Porw 1180, in the colunn narked "Other** with the notation 
"“llltary Leave" placed in ~}>v M Lemur!: a” block. 

Leave without -ay 


Lnployoos will bo eligible “or leave without pay ru 4> ard- 
XcK/s of t; o length of service or thn fact that annual <>r nick leave ! at: 
boon accumulated* Authorization of ouch leave, while a mttor of 
a*! -ilnl strati ve discretion • should bo based on a reasonable expectation 
fcnnt the employee will return ix; duty at too oati of t) a approved period. 
In addition, nt least ono of the following benefits should result fron 
sue h absence* protection v.r improvement of employee* o health* retention 
of a desirable uroployoe; increased ability to perform the Jut* os of h in 
position; preservation of continuity of sonrico In ease of injury or 
rp-oicnons incurred in line of dut/; provision for nri ovorsonn oriuloycn 
to return to this country for personal reasons such as family il Inoar*. 

All Leave without Pay in uxcona of sixty days -aunt bo 
approved by the Chief, V croon riel Division. 

h . C omponsa to ry Leave 


25X1A 


employees nay bo granted oonpemoa to ry leave for approved 
overtime worked in accordance with the provisions of CT 0 Administrative 
TMctruotion^^H^^^^. Such leave will bo reported on tho ?lno and 
Attendance poport, horn 115'J, Revised* 


25X1A 


‘fHA'TLL 


In accordance with existing statutes and regulations the Travel 
TJjiit, Fiscal Section, will audit arid certify for pfiymont traveler’s 
reimbursement vouchers, transportation bills from carriers for trans- 
portation furnished on Government Transportation Requests, and travel 


g • s \ 
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mljuiitnoij t vouchor# from othor government agencies. Thu Travel Unit 
vrili also rondor thu Following assistance to iravtilorrii arrange j'or 
travel advances; a a 3 i n t in tin* . preparation of trove 1 rolrabursoraout 
vouchors) assist in handling nonoral Accounting Off J 00 exemptions and 
inquiries by porfomJ.ru-; rolatod research work) audit tritvol vouchers 
of military mid naval poraotmolj and assist travel ezvi on problems and 
procedures related to trnvo'l. (Too r cm pon nihility of author! sc in,', nr 
approving travel, issuing Transportation Requests to tho traveler, 
instructing travolora, etc*, in vested in tho Transport ation .'too felon, 
liorviooo Division, >AA* loo Adntnin trnti vw Instruction .) 


1. Advance of Pnnda 


n. bonding 


Advanced of official Ain da bo cover the uxponaon of an 
omployoe in truvol status and/or coat of moving household goodn within 
tho continental Units of tnc tr^ttod Gtntou will lm made only If tho 
employee executes u Hand of Indemnity. The coot of the premium in 
securing such u bond ffb.OO) iti homo personally by tun unploymi. 

Tho Tnwol Unit, Fiscal faction, will an hi at tho traveler 
in scouring tho required bond ai:cI preparing th« Application for Advance 
of Funds for Travel };xpeneos (standard Font KKW, Revised 'A ''’ho f ’ravel 
Unit will secure tho advance of fuss.de and arrange for the traveler to 
pick up tho chock* 

b . Acoounting for Advan ce s 

The traveler mus t accoun t for advances of funds in accord- 
ance with General UGgulationn^^^^H revised, which provides in part, 
ac foil ov7 a ; 


f, nvory traveler to when an advance of Amd« imu boon 
mado undor the fubsiotonao hxpanso fet of 1926, or 
any other act authorising advances for like purposes, 
will, upon return to his permanent station, pronptly 
prepare and subnit through his administrative office 
his travel expense aocount on ntmndard Form No. 1012, 
Revised, /sea Par. &4, qtaudardiKoti Government Travel 
Regulation!*./ Tn addition thereto, tho said travel or 
will remit with hin final travel vouchor any balance 
of travel advances for which he is accountable to tho 
designated person in the department, establishment, 
bureau, or offico, whose duty it is to receive sue}? 
collections. ...” 

Tho Travel TJhit, Fiscal Section, will receive such collections and 
forward them to the Accounts Unit, Fiscal faction, for scheduling to 
tho disbursing officer. 
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o. Recovery o f Delinquent Advances 

44 qtnb. ofVfi # I* WA.\- , uli, j > rov l do n , in connection wit? 
travel advances, that ’’Any sums m nd vanctuJ shall be rucuvurod Von 
the porn on to whom advanced , or f.3 n estate, by tftduolS n ? ron any 
amount duo from tho Unitod Itatos or by tmen other logul netUnd of 
recovery ua may bo ntinousnry . M >f <•, traveler refuses to refund the 
amount of his travel advance duo nod vdoru ;« hat* zio .Airthnr travel 
voucher which may bo applied ugnhuit too advance duo, the i mount of 
advance duo will bu deducted frorr (inlnry payments d»n Mr^ 


Hoiaibur soman t Voucher for Vrnvol Mxpoi ums 
& „ Prop a rati o n and uhr aluolon 

It is the responsibility of otic), traveler to urop nrti Mn 
travo 1 voucher In proper fo ha, ovruvetr , upon request, the Trnvol t/nit# 
yintml tfootlan, will extend advice and mini stance in connection with 
tiio preparation of vouchors. 


Pub Lie Vouchor for Otinburoomojvb of Travel iui<i. nthor 
Kxponsos including for Diem, standard form 1012, will no nubnittod 
after the completion of erne}; trip of loan than two months. for trip*? 
in oxcoan o£ two months monthly accounts must bo submitted, oit! or on 
a calendar month basis or twmtldy after the beginning of the travel, 
v/horo an employee uaos Government Transportation Hoquotttu for official 
travel porfomod via cordon carrier but claim* no per Ui otu o r other 
expenses, ho will never the leer. be required to submit Standard Torn 1012 <, 
T)»rJ travel voucher should enumerate all reimbursable oxponnu items 
incidental to tho trnvol performed jxn well an allowable expanses for 
movomaat of household goods within t'm continental limits of t; n United 
Staton (Uxecutivo Order 9805^ . Tho trnvol no count must be approved 
administratively by trio Chief of the Office or 3tn’ v ' Section, or nil* 
designee, and forwarded in quadruplicate to tho Travel Unit, fiscal 
doc tier, for audit an U oort.i fi cation for payment. The travel vouchor 
r/aisfc bo supported by legible iaanorm:Uuu copies of 'transportation Hoquonta 
issued and any unusod portion of tickets. 


b. Audit and Co rtl float ion for -ayrnont 


An administrative audit of Standard horn 1012 *riU be 
performed by tho Travel Unit, "iscal Section, to determine if the travel 
wan performed as authorised in accordance with Standardised Government 
Travel Populations, aa orumded, Bureau of the Budgot Circular A-7, 
ftaviaod, and pertinent Travel order, my suspensions or deductions 
from the amount claimed will bo roported to the traveler on nn 
” Administrative Audit Oifferenoo ^tatetaont'' together witti on explana- 
tion, where applicable, of tho Information nooeaoarj r to support a 
roclaira of the aaounc previously suspended. After approval and 
certification, the travel account will bo submitted to the Disbursing 
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01 floor for payment j r* copy of the vouchor will bo sent to Aoontmtu 
Ifnlt* ‘'Usual ;>oo tlori, for posting mu) liquidation of obligation oo- 
tubllc.bod on the basin of tU Travel C r der. "JJo expanse" vouchers 
will bo handled similarly, except that they will not bn uubnittmi to 
tbo bifiburuinr Officer. 

3 • Carriers* Billings 

Carriers* Billings (Pubiio Youo i.or for Transports cion of 

ianuengors, .Standard Form , supported by trio original Trwioporta- 

tion Requests or affidavit ormoorning their loan, will bo received in 
ti.o Travel Unit, I'imml Section, for administrative audit and uortifiou- 
tion for payment. Too transportation voucher, th« original VrwtHporfctttion 
bequest, and the mo w.rrmdura copy of tho Transports t.ion i; 0 quost will bo 
chocked to dotomtno that all throe uonfimi, ■ 

1 a Carri em* billing for passenger transportation io received 
prior to receipt of tm travnlor’s roinbu mermen t vouchor, tbo traveler 
will bo requested to promptly aubw.lt h to voucher in order that tho 
memorandum copies of b e Transportation Requests may be chocked with 
t ! \o c tx r r :i « r a 1 bill i n g . 

tvJion ft carrier without nogligenco ami in good faith fumishun 
transportation on a Government Tran aporta ties Request fraudulently ucod, 
it in untitled to payment for the Borvicua rendered, Tf the facta show 
no t ;U(ymoo on the part of the Federal employee) to whom tho Roquout wuc 
iaouod in failing to properly safeguard the# Transportation Requests in 
accordance with Paragraph ild of tbo Gtandardieod Government Travel 
.emulations, t..o coat of t; o transportation iuuct be ciiarijiiu ngainot the 

a “oyoo (14 Comp, (km, 631. Roo also CTG Administrative Instruction 
» Transportation nvquostc boat, R^olen, or (,’«ncoIod). 

Adjustment Vouch ors from Federal Agon ci os 

adjustment vouchers for travel from other government agencies, 
supported by n copy of the agreement authorising tbo travel, will bo 
received in tie Travol Unit, Fiscal faction, for administrative audit 
and certification for payment. 

Transportation Requests Lost, Gtolot), or Can celed 

Upon rocoipt of information from the Transportation Roction, 
Services Division, that Government Transportation Requests have been 
lost or stolon, the Travel Unit, nsoal Section, will report such infor- 
mation to the General Accounting rff ice. Tills report must cite the 
Transportation Request numbers lost or stolen, tho book number in which 
thoy were contained, and inolude an explanation of tho facto surrounding 
the loss or theft, In tho ovent that such transportation requests are 
subsequently recovered, they should be forwarded to the Transportation 
Section, Servicos Division, for cancellation and transmission to the 
Fiscal Section, 


n f\M C 
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T*‘ « Travwl Dnit, Vi n onl Section, will forward nil otmuolud 
Htiquosto to the Huronu of Vodornl Supply, Treasury bepartrumt. Under 
no ol rounatniiooii uiumlti fcho hoquuet bo uoed after invlng boo n reported 
n& lost or stolen. (Goo C r C a < imiri tntratlve Instructions H 


"Oh TPAHflPOHTATruii BIM-THCS 


Thu Cl films Unit, .-.tuenl faction, in rounonoi.blo Cor attain 1 tit mtivn 
audit and oorti ft cation for payment of transportation billlugii incident 
to the ur.o of Government IU11» of* hading. ?ho Sorvioos Division in 
responsible for authorising t rami po Hatton and tnsuing Govornnent jjillr, 
of hndlni*;. 

3 • Oevernmont t) i 1 1 n o i: i ,ad In . ; 


Tito Services Division will issue Go vcrmaeit t Hills o‘* hading, 

•'nm ho. , and Ami i ah the Accounts halt, 'local auction, w: Lth a 

copy showTnTfliho allotment account to bu oi ur t ;oci and the tnitiiantod coat 
Of tha shipment Involved. >\v obligation will bo e«tin llnhod on the 
Allotment hodgor anti n copy of the Hill o;‘ hading retained Jn tiio 
"incu? 'Section pemi r n,:; receipt o v.o carriers* trim upor batten hill. 

yf thu original Hill of Lading is lor.t or destroyed, a 
rortl float© in Liou pi* Lost Bill of Lading (standard Kor-v, Ho. 110 U) in 
used nr. a basis for sattloment of tho transportation chi irgon. if too 
original Bill of Lading in located bo font nottlonout to rmdo on tno 
certificate), the original 13 substituted tnorofor and tho oortifiento 
is cancolod. If the original 5 a located after settlement, la multi, it 
?au:st bo n«nt to tn© *1 rcr 1 'notion for forwarding to the claius Division, 
General accounting Office, with dluburBing office roferonoeu to the 
paid billing covering the Certificate in Uau of boat Bill of Lading 
( Var. 10, General Regulations IfoviaotO « 

f • '^rolght, Express, and Cargo 

The Services Division issues Government Bills of Utdiug to 
commercial carriers for freight, express, and cargo ahipraontn of 
govornrasnt property. Bills of Lading are not isnuod for a hi pm. on to by 
CTG trucks or vans, or by j‘aoilitiea of the \7 ar, Wavy, and JStivte 
Dopnrtmimta. 

At the tin© roquests for cargo shipments are ioouod to 'ft \ r unci 
lh\vy Department officials, if the coots thereof are to bo charged to 
vouchered funds, two copies of a ’’ifloulliuious Obligation Record nr© 
proparod by the Cargo Unit, Tronoportation 3©ct*en, and sent via the 
Budget Boot! on to the Accounts Uhit, fiscal Section, for obligation. 

One copy etanpod '’Obligated" is returned to tho Cargo unit, Transporta- 
tion Section. The Miscellaneous Obligation Pooord will be supported 
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by hmi Cargo Unih'n rcuptom to far or Cavy; or, in, 11 uu of rmoh loiter, 
m c!nrf;i nvto an follows will bo tun do on him ^ noallamionn Obli r;«t5 on 
•?o«ordi "Too shipment covered by thin dnoumwit was au thorl r.mi by tdto 
Transportation "notion In accordance wit.) existing Agouoy runt liovam- 
nont ro^ulh'inna; was in tho interest of tho (iovornnont, ami it* propurl y 
supported by authenticated doounon tn rotnlnod in Uni flies o * tho Cnr|;o 
Unit. M 


IV a Government Bill of hading X o used for ti o novoremt o S' 
cargo to t o port of embarkation, two memorial ctum copies showing nn 
estimate of snipping costs bo the port, are furnished the Accounts Unit, 
fiscal Motion, for oblige felon * A 'isuoilnnooun Obligation Record 5.o 
prepared, an outlined ubm r o, fee cover coots from if o port of onbnrirn- 
felon. to destination. 

/>. hovomont of MouaoUoiii hf foots 


tim ■flthin f ont ln ontn l United ;vatos 

hxpenwoB iuol dont to tho transportation of household yoodB 
ami personal affects between points within tho Continental United states 
will bo allowed In accordance with Axocutivo Order 9605, If properly 
authorized by the owployoo’a ' n rnv«l o r dor ami Transfer Lottor. Tho 
onployoo transferred will maW* all arrongornonts for cue). shipnontu and 
pay nil expanses. In order to obtain reimbursement for tranu)x>rtfrfc3 .on 
expanses allowable under Sxocutivo Order 9805, tho oiaployciu mint submit. 

• taruinrd Pom 1012 wit r. necessary supporting doounontri to tho 7j-iivel 
Unit, fiscal auction* An advance ->f funds .oy ha all owed oraployouB 
being transferred for tho shipment of their household goods arid pomiomil 
offootn. (Sow CIO Administrative Instructions , Advmioo of 

funds, 1 obligations covering retina tod QXponsoB for""mic). nh5 pwontu 
will b« ostabliBhod p ron the Travel Order, 

b. Outside Continental United Staton 


Transportation of household goods and personal of foots; to 
or from joints outside tho Continental United States, allowed i?i accord- 
onoo with Uxeoutivo order 9605, will bo covered by Govomuont Bill of 
hading or ruroh&se Order for movement by consaorclnl carriers, and by 
requests to tho War, Kavy, or 3 to to Dopartsaonto for overnoas shipments 
made through their facilities. Obligations covering eatiwuted coot of 
such shipments will bo ostablishod in acco rdanc e with th*o pmooiiuret 
outlined in CTO 4 \{iaiiniatrative Instruction 


4, Mail and Parcel Post 


J^roel poet nay bo usod as a no tho d transporting Govemnont 
property wi’on t-ho ooet is equal to or less than freight or oxprocfl 
(Postal Laws and Regulations, Sections 57 6 and 616) • 
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farce 1 post In nurwvijM on shipments of (iovomnunt property by 
t- o dovfirntiMtit nut oom»i *l«i rod in tde category of ro^ulru* Ituiurnnco 
but 1 n h Too for additional Mfj better nurvioo and an muih in payable 
mu the ground trmt thn service rendered in essentially ono of trunnpor- 
ti«Mrm r:i C.O. > 22 O.i. MS?.). 

b. ljillln r> g a nd Cl n inn 

Bills rocoivod Trow carrion* subject bo the In torn title 
omaroo Act, an nwondod, or do civil Aeronautics Act of IWiC oil; bt? 
;>ni 1 upon presentation prior to audit or settlement by tin* r; ono riil 
AcooUn tin * office (Bwitiwi 322, ;h*nn»porta tion Act nf 1<PK)>. 

Public VouoJ or for T rnnni>nrtacion U an'os, 'Jtiwulnrd ,'orn 111*1, 
supported by Uio original HUX of hmUn^; (or Certificate in I.iou of 
Coni Bill of Lading) will be rooolvod in the Clairm Unit, Fiscal faction 
for ndninlutmtlvo audit and no rti Tien tier. for ./nyuout. ?nu voucher, 
original Bill of hadf.TV,.* and t v a> obligated copy of t' a .dill of Lading 
‘•’•ill bo nhuolrod to dote mine fiftt all trnea conform* 

U\r $ havy, or State doportrumt vouchers for foreign cargo 
shipments, chargeable In vouchorod ^umis, will be recoivod by tho Cargo 
Unit, Transportation section, ;„rvl«ec division, Hue h vot:c horn will 
ho transmitted tu tho Claims Unit, fiscal Boction, nit h a tmiiunittal 
hum ranamu containing a certification re tiding substantially an foil own* 
"The sorvicon covered by tbu billings an Untoc nave boon -urtdorod on 
bomilf of thin Agency as null orizod in accordance with ro juoat« on file 
In wild ofrieo.” The Plains uuir, “iscitl nocticn, will xuuco nn aiinini it- 
trntivo audit of the /anchors and eerti iy then for puyacmt* 


[■I Afi.~.»3 a* u sKHvrc : :;; u7 •. ■•■• i TOsut-fti , 

The fallowing 5 tens will bo considered by the Claims Unit, 'local 
tfootlon, in tor audit and certification for payment of applicable 
vouchors. 


1. Vouohftrg and Billings «» tkm er&l 

Standard Form 10M, ‘’i’ublic Vouchor for i*urchasutt ana d«J*vio oa 
Other T>,an F«roonal, w is used, £®»«milly» for ▼ouchorin^ all demands 
against tha bovemmonx involving expenditure othor than for poraonnl 
services, oxoept thoso denmidn for which spooial fonas of vouchoro have 
boon or nay hereafter bo prescribed by the Comptroller General. Sonrices 
and/or materials covered by t.ho vouchor nuat bo supported by purchase 
orders, contracts, agreements, or othor requesting documents wliioji aro 
in confornanco with proscribed regulations and statutes. (lA^r mandatory 
sources of supply, sec Admin* ntrativo Instruction U . N . 

. t ^ 
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n • Prepe ration 


Voucher* covering porohitnen and errvioon other than ptirammA 
vHU bo prepared r oonplotod by tho vinoal Processing Knit, ytncml 
.'•notion. Vendors rdl 1 bo ancsow raged to «uhn5 t. tboi r bi?.Hn»;n on standard 
vo' oho r 

b. ( ■ opn lotion 

Ti'O yincnl action 5« responsible Tor ooMpioting him 
voucher by f'l 1 X i ri (> in all applicable upnot'S oxcept those wi ich uro nbvi- 
our ly for com} lotion by tho Dinburuiri,’ Officer or tho Oenornl Accounting 
»>rricw. 7h\fi rntspor&glbll ity includes tho breakdown of charges by np~ 
propria tl on, limitation, allotment nocount, object cltuiol "icuhion, nml 

!U*n.l i onbl o amounts • 

C * fo ndortff Co rti flout! o n 

Tho Comptroller general hnw ruled that although the 
Aut' orir.ml cortifyiog officers arc not relieved of re upon nihility , tho 
cor tlfi onto reproduced below cunr.t.» i tutus n proper ami tiuffioirntr/ warranty 
by tro von cora that nil ccmdi tions of tho ( urd'«m»r. c r contract!? inwu 
boon ooapltud with (HI C - 

J dirtily that the nvuvo oill > i j correct unJ just; 
timt payment therefor hn« not boon received; tiuit nil 
statutory requirements us to American production ruiu 
labor ntandnrdn, ami .ill conditions of purchase 
upi'l icnblo to t!’o fcnuusnotion have boon conpliatl with: 
und that state or local taxoc are not includ'd in ti.o 
Amounts billed." 

Tho signature) ami title of the individual siting the 
corti f tea to must bo shown on tho original vouchor or invoice. * <u. rjmturo 
by proxy on xhti cortif ioation o** bills by vendors or tho cor hi fi emtm on 
of vouchors for payment is not acceptable. 

d. Aid to Claimants 

Aid to claimants in connection with tie support or prosecu- 
tion of olainii against tho Tj&i tod ftatea is prohibited by Suction 109 of 
tho Criminal Code, which provides an follows: 

"tfhoovor, being an officer of the United States, or n 
person holding any place of trust or profit, or dis- 
charging any official function under, or in connection 
with, any executive department of the Government of 
the thiitod States, or under tho Senate or House of 
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poprooon Uitlvtin o f uro United jtntun , ahull not mi mt 
agent or attorney For prosecuting tmy claim against 
tho United ;j»«nton # or In any manner, or by any neanu , 
othorw.lno than In dinoharge of h'n proper official 
duties, 1 n 1 X ui d or nnulii t in tno prosecution or 
support or any sue' claim, or rucolvtt any gratuity, or 
any ahn.ro n f or intermit in any claim from any o Ini riant 
against tho United ! .+ntna, will; In tout tu aid or ar.nitth, 
or An oou side mt Ion u ,s bavin;. alutui or aurtiatod, in tho 
prosecution o f nun claim, shall ho fined not non* than 
fi»,O;)0, or imprisoned not no re than ono year or both'’ 

(id D.rur. i!»^. 

'ii conformance vtit 4 r.i . « j n! two wH*n tinned utntutu iui It 

ai.piluR to t ■« rmntJ.otam.it 3f vim dor a ’ account!;, the pu; icy o' thio 
Agency will he t 1 u', two major responsibility for t * m ] er/’onmncio of act:; 
necessary to ooourt* payaui ts must bo performed by tho vendors and 
notification of clairanntn 1.n undesirable. however, when substantial 
intoruuts of the ,\gorioy will on no rvort by tie clearing of particular 
open accounts, tho v looal Suction may inform vendors that billings have 
not been received from thorn an h that, in ths abaonco of such Millings, 
payment of their accounts cornu t bo rondo. 

h. Vouchors ana Milling - Special 


*)■<! following typos o'" vouchors and nlilirigu will muni re 
uoncial consideration and handling hr indicated: 

a. ?olo phono Vouchoro 


Vouchers covering telephone cxnbau >o service (except survico 
under t 1 o Federal Supply f.c.iaduXe contracts' nuufc bo supported by n con- 
tract which. iruiicatoo the telephone number and lists the exchange charge* 
Arionibiants to rf« contract must bo executed in the event el ranges in 
the exchange aorvioe rate. Non-racurrin^ charges such hr installations 
and inside novo charges must bo opoci finally covered by tun contract or 
an araandraant thereto, oxcept sue! ocrvic«#8 as are rendered under tho 
Federal ;>iipply .Schedule contracts. 

(X) Long Ulotanoo Calls 


F«r oaoh long distance call the voucher rauat be aup- 
portod by a toll call slip, which provider sufficient information for 
i don tifi cation and verification. Vouchors covering long distance calls 
oust contain tho following certification! '‘The long distance calls 
enuraora-od on this voucher were necessary in tho interest of tho Govern- 
^lont. ,, Oovomaont telephone faoilitios may not bo used ftir unofficial 
or porsonal calls. 


p 
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b. Teleg raph, fable, bmniod -ire, ami Pablo Vonohurn 

for boluyrnph and cable monuagas r»unt ms rju}>— 
ported by (1) originals n noiKingtia filed to bo sent "charges paid", 

(?.) carbon copy of* ivmnuron received '’charge# collect”, and ( o v Invoice* 
chawing amount of rmch message. Vouchers covering leaned wire nommi'/nt 
will bo supported by contract and by bolometer roadings 5;' the contract 
in binjud an words transmitted* Vouchers for radio no usages villi bo 
supported by certification of t; m gomrounl cations Division, 

(1) Personal ’‘oiiaagos 

Personal message h may not br. transmitted by government 
Cue? lit loo or at ,rovo mnnr*t expense, 

?’o#nngun which pertain to leave of absence or payment 
of salary or oxponuo vouchers -'r any Matter of n purely persona*’. nature 
meat not bo sent at (l ovommont expanse, "osaugoe directly rutiorving 
total noooj.uno(iatione uro considered unofficial. bowovor, thu no rv 
mention of hotel roaorvafclon# in «m> conges relating to o facial bnfi5.r.<ittif 
botvfoon nbMlu! strati vu officials and employees may bo cons Idorod uc 
Incidental to ti-.o official bustnoau involved ami thu cents o' mien 
tae usage# nay bo oonaiberod a a cimrgo&bla to appropriated funds rather 
than as personal oxpenuuo (24 b3S), Charges for race sage n rocervinj; 

airplane, nlooping-cmr or ntonraor anoommodatioufs nro properly chargeable 
to tranapor tivbion expenses and nay bo allowed on tiio traveler's ro in- 
buroatttmt vouchor when supported by a not! a fac tory explanation showing 
t "-o necessity therefor (par* bf a ore rruaont Travel !?o ( ;ulntionn' . 


c. petty Cush '/ouchoro 


In accordance with *«ouorai Regulations dusigimbud 

individuals of tMa Agency have been authorized to make potty purchumtn 
for official purposes. finch authorizations will include a stipulation 
as to tliO amount which tiny be oxpondod for individual purchased* and 
the total amount which may be expondod for upeoific ported#. Vouchor 
for Petty jnirohaaos, standard form 1129* must itemize petty expend i turns 
on toe rftvsrss side rtu! be supported by receipts nljoii casn purGl»ncn art: 
for £1,00 or more (and leaser amounts if receipt# arc convenient to 
30cure> * or other fore of paymont evldonco. r,uci. vouchors should bo 
submi tted monthly ^ 

dm Vouc) crg from Qtnor rrovenmmnt Afronclea 

Requests to otiiar govomraont agencies for services fuica/or 
rmtorials not coverec^by the mandatory scurcos of supply (see Adminis- 
trative Instruction ) nro acoorplisl-od by letters of agreomont 

si^iod by properly authorized officials of the agencies concerned* 
Adjustment Vouchor, Standard Fora 1000, covering reimbursement or advance 
of funds for such sorvicen and/or natorlals must be supj>orted by h tjopy 
of t'ne agreement. 


'WIDEN! 
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u. ^ubacrlp tlona 


v. ( 'i ;on furnished by tho -Supply " motion with proper puronnaa 
docui&im ba, authorized cjurtlfy in t ; f'ffioorfl of tho fiscal boctlon nay 
certify advance payme* nn» for annual mibsariptlonn to nowapuptm;, nt^azinen 
periodicals, and other publication!* required for official urn* an author- 
ized by law. Comptroller 'itme ral * r, '-ficiiaion *3-37£HB # dated 2 T'ovuraber 
19413, provides ia part mi follows j "] nynrut for subscriptions tvj news- 

papers, nnd other periodicals stay be nndo jn advance fron 

current, funds othurwige available for mulm pirpoooii Tilthnuj;!: period 
covered may bo in cnr.ctisa o one year. ’ 

b. root C.Vfico II ox ht mtru 

Tho Comptroller Crpiornl* » Deciolon (H-5V02fO rendu rod to 
the Hurcmu of tho qud^ot rulod that payment in advance of Pont office 
box rental would not be considered in contravention to Section ,*U>4d of 
tho Povitjed Statutes. IJuoud on tMn decision, PuJ lotir? Me. HWflM, 

Au l( btJt 13, 1040, wnn 1 snued anomJin., i n nteil Zlo&ulntl oni; bo an t require 
ndvunco payment of suoli run till* Standard » r orr: 1034 vouchors will be 
prepared for and sip, nod by tr-** Pestmiuitor at tho time J'osfc Office boxes 
nro ren to cl* The voucher will ho supported by a proper purchase document 
find mu at nh.mr tho on t Oi’fico box t lumber a: d tho amount to bo paid by 
quarto r for rontal through the and of too current 'incul year* should 
HOt'vitiea roquire the rolonat? of any box uurin,; tho fiscal year, the 
pootrmgtor should be foru&lly notified ns to tho date the box will be 
mlousod* Tho local Voatnnntor will nnko r. ru^mil for quarterly periods 
durinij which :vr? service was rendered. 

c* Postage r; tamps 


Tn order to secure? posture utoups, a standard for;: 10, 
voucher will bo prepared payable to the hjatmiiBtor, 5.ndicn.hin,; tho number 
and denomination of the stamps dual rod. Upon presentation of this vouchor 
nnd a properly executed purchase order, th© Postmaster will certify tho 
vouchor. The voucher will then bo forwnrdod for payment with r% notation 
that tho chock -o to bo delivered to tho fiscal processing ? tiit, ^ncnl 
lection. T o chock will then bo delivered to tho Poo tamntor and tho 
stamps issued. Where thore is more than one Post Office in n city, 
stamps will bo purchased fron the main station rather than from a aub- 
station. 

4. Discounts and Penalty Charge a on Contracts 


a. Dlecounts 
(1) Trade 

A trade discount is an allowance ramie to tho Oovom- 
mont for volume purchases which has the effect of decreasing tho cost 


l ',[ ifV £ ;n r 
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price to thu iJovummont. A trade discount should no deducted fro n tho 
gross list price of nn article* milium thorn la a stipulation In she bjd 
or contract to ti <» off not that tho trade discount ahull bo tnkon nftor 
Joduotiomi of the trade-in nliovmueo have boon nude*. 

( V, ) TtiaO 

t time discount is i*n o'* far by u vendor of n specified 
deduction which may bo made* from tho billing; i f pniu within a stipulated 
period. ?ltio discount vouchorn will bo identified ua ouoh and processed 
imicKiiatuly so tint in© benefits of the discount offered may bt* renliaed. 
' 'nlooB other torma arc existent, the data of delivery or tb<» da to v 
correct billing la received, whichever ia the Inter, shall be lined hh 
the beginning of the discount period, 

Tf u voucher Its paid after n discount period hue 
expired, the off oind diooount should not bo deducted (unions thu vendor 
extends tho period) and anti a. factory statement indicating the runs on 

for tho del ay in payment must bo attached to the vouchor. In the absence 
of such statement a collection will be of foe tod from tho reupcmtiiblo 
individual, 

h. penalty Charge a on don bract?: 


v'hencvur it In apparent that payment r/.ill not bo undo within 
the penalty period stipulated in tho contract for metered sorviooo such 
ns electricity, ;,>b» water, etc., too gross rates -will bn applied. It 
will bo necessary in sue), cases to accompany the voucher wit.*? a ntawierb 
Justifying the delay. If thu contract Joes nov contain a provision for 
parent of n penul by. It m\y not be paid fr.ni (rovenittent funde ( 3 C* •• •, 
4/!V), 


b. ijnautlio rl ?.od purchases 


When an improper purchase has boon made by k Uovemuurvt or.ployoo, 
the Government onnnot properly rmko payment for cucV. purchase* however, 
tho Trove minor; t has a no ml obligation in such instances to boo that the 
vendor is paid. Therefore, the employee shall be informal that ho has 
rrndo a purchase for which tho Government has no authority to nnko pay- 
ment and an explanation of tho controlling laws and rogulationn idmll bo 
furnished tho employeo, moreover, ho will bo required to personally 
make Immediate settlement. The employee may rotum the article purchased 
or keep it i f he pays for it from his personal funds. If the vendor 
rxinkos inquiry regarding nonpayment of hie account, he shall bo informed 
of tho facta amt advised that tho employee has been requested to settle 
tho matter personally. 


i J U J Tf * i U L I H I i A i. 
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7* i so Fi oo ui Uodvion i» runpousiblo 'or all collection functions 
Incident to voMoh«»n»<l activities of Uid Agency. (.'ol lections rtioalvod 
in ashing ton arc identified and enhudulmt for deposit by tho Accounts 
Unit, Fiscal Boot! on. 

ftaployoos entrusted with public funds uro held personally liable 
for tbo mi fake op lug of till buck .fund is roocivud by thorn. /fuo /idninla- 
trntlvo Xn» traction ^ T4; unlawful for any omploymi to convert 

to hi o own use, loan with or *vi fchout interest, dopoeLt in any bank, or 
exchange fur any ftmds, any public v\,z\oy entrusted to bin, except ua 
npoct 'iaully authorised by law. 

1. Do poult ox Collcc tlonn 

^oot Ion 3021 of to qo vised J^atu to a provides taut ’’l.'vory 
portion vibo shall have mmoyo of tho Uhl tod States In bin hands or 
possession, nrui disbursing officers laving moneys in thuir poo hobo Ion 
not required for current expenditure, ahull pay tho oamo to t be Treasurer, 
or somo public depository of tun 'mi tod states, without delay. 

The ’coounta tlhlt, "*• ileal :.; rt ct;lon , schedules collections for 
dopes it into the ?r«n«ury through the Disbursing Officer on Unhadula of 
Collections, standard pom 1044. 

Uosxittnnccfi drawn payable to anyone other than tho Treasurer 
of the united .’"totes must first, be endorsed ”. ^y to the order of tho 
Treasurer oi theUnitod States” over the signature and title) of the purucm 
author! t ed to on dorse tbo remittance. 

2* Bills for Collection 


a, Pome 


Amounts duo fr ora debtors , other than Cnvunmont agencies, 
i\n) billed on Bill for Collection, Form Tfo. M-21. Demand letters may 
bo used only in special instances where Bills for Collection nro not 
feasible. Amounts duo from other tfovororomt agencies arc billed on 
Vouchor for Transfer, standard Form 10H0, 

b . Billing process 


KThencver an indebtedness to the Agency arises* the Fiscal 
Section must bo notified so that appropriate billing may be initiated* 

If a demand letter is sent, o copy must, bo furnished the Accounts Unit, 
Fiscal Seotion. Demand letters must include a statement to the effect 
that payment should bo made by chock, draft, or money order drawn payable 
to the Treasurer of tho United States and thAt remittance should be 
forwarded to tho Fiscal Section, Finance Division. The office notifying 
tho Fiscal Section of an indebtedness or issuing a demand letter will 
be notified when collection has been made by means of a oopv of the 
Schedule of Collections, Standard Fora 104-1, on which such remittance 
i3 scheduled for deposit. 
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o. Ifimburin^ 

\ll mUu for Colluctioii# dunmnd .lot torn# iwr* *i i ; um« 10H0 
villi bti numbered by tho Accounts Unit, Fiucul Auction, in the i local 
year bill liorlow n ud hold in tin* ,f open** (unpaid^ blllu file until 
collooted. Blllu for Col loot! on nnu Forma 10 0 Mfill bn procoNtted by 
th* Accounts i/nit, Fiscal ‘taction, prior to releawo. 


bob DYdimRdi^. kit? ACTTvrrnas 

'« \ a Fiscal Auction maintains r> working; linlaon wl t; ; the ijlvluion 
of 1)1 abur a entente , Treasury itaparteniut, for functions relating to tho 
k \\ nbursemant *v u ncooun tab 111 ty of 1:1 isburulnp, Cueu. 

1. schedul ing Vouc hors Tor Payment 

^iio Fiscal Processing ifnis, Fiacul Auction, will schedule nil 
vou enure r'r payment afte~ they )mvo boon auditor and certified by an 
Authorized Certifying officer. Tn order to maintain proper security, 
thw vouchors, other than payroll, will bo liotod. on lb tom *io* 1, 

Vouchor onu Schedule of -‘ayiiw mto, and retained in tho Confidential Klloo 
of the Fiscal Frocoaslng unit. *ho XU Him ?lo. 1 thou will bo certified 
wni listed on $chodulo of Disbursements, standard Form >lo, 1064, and 
together they will bo transnittcvl to the diubur»in u officoru for payment, 
’•ayroll vouchors, showing only tho employee's rinrjo and amount duo, will 
bo listed on Uohodulon of Disbursements and transmitted to t*;<» Disburning 
Officer for issuance o o alary chocks. 

2. Cheoke 

Treasury chocks will be issued by tho jjicburslrii; Officer on 
the basic of properly approved Gtnndnrd Form Vo* 1064 and XO Var-i Th»* 1 
or payroll vouchor and transmitted directly to the payeefu't ua indicated 
on tut* chock mailing slip or XO Pom !'o. 1, unless other specific 
arrangements have been made* Generally, salary chock# wlli be rot unit.* cl 
to the payroll Unit, Fiscal Sec tion, fo r distribution to the employ oob. 
'.hoc administrative Instruction 

a. Tfe go tlftb i 1 i ty 

Chocks will be honored by tho Troaaurer of the united States 
if presented before the clooo of tho fiscal year next following the 
fiscal year in which such checks were issued (Sec. 21, 4h Gtat. 1255). 
Checks outstanding a longer tiao must be forwarded to tho none ml 
Accounting Office with request that Troasury Warrant bo issued to the 
owner* s order* 


/•' v ;• \ h 
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h. Lost, LJtolon* or uoutroyod Chucks drawn on the VrmiMirur 
of the i.fui tod* ' n if! i o ulTTI > <j roT o rfiic f "V TFicT owner of* tits (fool 
v.hro ; l ( > tho '-Macnl bootton to ~> o issuing nisUural Officer, n *rouuury 
uj;-:t rt^on >* t> o report, in for, a letter* or wire confirmed by 
letter, shottl «1 describe tuo d tick and 1 1 * |iofl»tblc furrJ wh the date, 
nuifibor (or ;Hnburnli q; officer voucher number'*, luommt, and uynbul 
number of th<; Diabu rsing OjTionr, and uhouid ulno request that pa /muni, 
bo stopped. Thu Fiscal flection will nuoint ludivlduula in preparing 
im&r reports and wi II roip.Jrad information . Xn case of loai; 

ch^cKHf tiJ .o report tihoulo ututu 1 ■ t?o oiiook not. received, or \st\ri 

lout aft; or rocui; 1 1' a chock Is lout aft- r receipt, t,n© employue 
n/iou.l,i state too nircuMatancos surrounding the Iqhu and ImUontc 
who biter or not t-.o o, ; oolc had buur; endorsed by bre payee* Tn tha ntiuu 
of a mutilated or uafaced check (which in nonnagotlitble 'I Mi o owner 
about d forward too cheat: wit: rJ.o aomunlciitiou to the XiBburHfmj; 
Officer* \1Unro «uu i n chock '1 a deterwinud 50 bo outstanding, the 
I'reaauiy flopwrtnm.t will furnish too elnirmnt vlii. an appropriate fori; 
for obtaining a Miibfivibuto check* 

If the original ennok i:i rciooverod after r . top jmyoont hiu; 
bocii requested bu *. bo fora n substi tut© ebook has been received, the 
ovmor should 5.nwodia baly advise hhr Trtwsury f <:»i artnent that the ntop 
t:» lynent roipioct nuiy bo diuro^ardod. Xf the original nneol: :.n rooovnrnd 
after th» substitute >iao boon rwcci vnd # t)w> original ohec;r nu«t not be 
tmshnrL Tnatond* it should b«? ‘'ontarx (i irKiudintoly to tbo 'dvinion of 
Oiaburuouenta, ?rcmaurv artnont, "anhin^ton Zb $ :»* for cruujolla- 
tion. 


c . r*o r,;od ?iido racriar, t 


’ b.cnGvor the* paytio of a ot'.ock clair-n trmt thu endorne»noiit 
tl. croon ia n for^ory, the oorroaponcianoo will bo referred tv tV.o 
Dinbuminj; officer issuing tf« chnck "or fonrardind to rrtmaui-tir 
of if o I^iii tod t Stntoa. 

d* Chocks for 0*1*08 1 lotion 


Cbocka net duo tr.o puye* or hi a oetnto, or chockri arrono- 
ouoly issued and not properly payable j will be returned to ti e fiocnl 
Section fur car\cellation. 

«• Unclaliapd and UndeliYsred Ciiccks will bo returned to the 
issuing DioburSUng orilcer “wKo ' nil! Kold such, checks for th roe full 
Montrio frora th© last day of the month, of issu©« During this poriod if 
$n inquiry is nocoivod from n psyoo requesting that a chock be sent 
i‘ia# a letter is addressed tc th© Disbursing Officer authorising tho 
nailing of tb© ch«)Ck to the payee. If inquiries are not received* ti;e 
check is forwarded by the Disbursing Officer to the Oenoriu Accounting 
Office. Thereafter tJ;o payee is required to raake olaiw for the chock 
to tie Fiscal Section ovor his ovm signature and address. 
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J5, Account current 


Disbursing officers prepare « monthly Account Current, reporting 
nil transactions for the month. ?H« gocountu Current urn received by 
th*> Account# Unit, isoal Section, Cor administrative examination nru! 
vori flout ; an. after certi Mention, the Aaoounin current are ‘'orwimlou 
to the General Accounting rffioe together with applicable :*tuuburd Form 
101)5 f furanary 'Statement r»f .Jiiihuroonontn and Colloc tlontf by *j proprint.icm 
limitations. Aooounto Currant for field lnotnllfitl onn are supported by 
thn original paid vouchors, schedules, and other relate* duounentn* 

The sohoriuioo arc forwarded to Gone rul Account ’ n 0 Office? v/5 if. tho Ace our. t 
Current ana the vouchors arc retained in tho Confidential PU<is nf tm 
Fluent lection. 

4* Olaouralng Funds 


'.iho Aooounto Unit, Fiscal faction, ia responsible For seen i ring 
and maintaining iiufficiant disbursing funds in tro Contra}. Disbursing 
•rf.fi Go Cash accounts and field ill churning accounts. 

a. Requisition for Disbursing Funds ami Acco untable nrmntu, 

T ro a au rv Form Ro. 42Y-a, wITT TTo TTnJpnrmT by the Accounts nn\iT'r^3cfiT 
Section, for transferring funds fron Treasury Cash nocounts to Central 
Disbursing office Cush accounts to meet the current needs of c r r*. Ti-5. #? 
fom will require the ttpprovnl of the Chief, Finance Division. 

b. Request for Trwin for of f\ mein, Treasury Fom ’ : o. 1GGF, will 
bo prepared by the Accounts 'i ih'lt', :^ac~ilI'Toc ti on , for transferring funds 
to or frorx field disbursing accounts. Amu# transfer rod to field dis- 
bursing account a will be based on allotments authorised and other “VictorM 
surrounding t’x* disbursing activities of tho applicable field Imitnlln- 
tions. Rxcoeia funds on deposit in field disbursing accounts trill ho 

xti th drawn, when warranted, Than activities of h field installation arc 
discontinued, tho disbursing cash established for such purposes 5.e 
withdrawn. 


Where disbursing account oymbols .have not. boon nffniguod, 
di8buro?.ng activities will be conducted in accordance with the foneiiTi 
draft accounting procedure. 


25X1 A 


AUDITS AI1D 


REPORTS 


1. Site Audits by General Accounting Office 

In order to maintain proper security, special arrsngwiento are 
in of foot whereby all original vouchers, except payrolls, are retained 
in tho Confidential Piles of tho Fiscal Section. Sito audit of the 


CONFIDENTIAL 
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voaohora '« o oil duo tod by deni gnntod rsprenentnti von of the Uehnml 
Account ( ffioe who <'iivo boon approved by CTO from ia security vim/** 
point. To audit is nccoupl ltihod on tho promises of rT0 with apace 
ami facilities provided by the finical Section. cite audit of payrolls 
ia alno made on the provisos by Ottnoral Accounting r'ffloe rcprmimitiitivon 
in accordance wi th Oentirnl IvogulationH revised, 

?m xooptlona 


*w General Accounting Offic io K xceptlons taken to paid accounts 
oi* tills \ gtmoy u'ro re po rtocT on 7tanclftl*cr ‘ 'o m T?o7~l 1 00 , : oviurni, TOotlco 
of exception". Althoug) too exceptions uro taken rm the Certi lying 
Officer, tho iMooal .Suction In ndnlnlutratlvcily responsible for h.HmiJ in,; 
ami rtf plying to no oh exceptions in accordance with Ounerni Populations 
Mo. Wl, ftnvlsed. 

b. Administrative ixooptiona taken by auditors oi* ti e Mocal 
Section will TTauaTIy bo reportod on T/fdraln S strati vo Audit Pi Turcnco 
Stttt«w•!lt, ,, For ;a ho. 34-5. Thu roan out? for the exception*! will be abated 
ao briefly a n possible and, n .aro appropriate, raforancsG will bu nude 
to CIO Administrative Directives, controlling tftntutcin, Ooiiptrollor 
Gorioral T o Decisis Ions, or o^hur regulations applicable to the exception. 
h7o copies of the Korra No. 54-8 will ho Airniohod the payee with the 
Chock settling the account, :mo u copy attached to tho applicable vouchor 
in support of the adjushnonta rondo thereon. 

3* Claims 


a. Prooosning 


Claims involving a doubtful question of fact or inv/ yiill 
b<? processed by the yiocnl Section uml forwarded to tho Oonural /^count- 
ing Office for direct settlement ' General he&ulations ■>. claims which, 
if submitted to tie Cronoral accounting Office in the normal nwmor, 
would violate security regulations, will bu g von special consider** tiun 
and handling* A claim may be in tho form of a vouchor, moHorundum, or 
lottor, and; should be mndo ovor the actual signature of the claimant* 
Letters transmitting claims to the General Accounting Office will he 
prepared for the signature of tbo Chief or Acting Chiof, Finance 
Division* ami will include appropriate roforoncoe to applicable appro- 
priations, previous vouchers, administrative recommendations, ©to* 
Transmittal letters will bo supported by tho original or cortifiuu 
true copy of all material documents. 

b. Types 

Claims as discussed in this section refer to tho following 
general types* 

(1) Claims involving undelivered, lost, or canceled 
chocks, or oheoks drawn to deceaisod persons or to wrong persons, or 
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drawn V * i wr on*; nnnuntc, wuioh have berm ruturnod to the Oonornl Account- 
ing Office. 

(2) C-1.tt1.nn based on duplicate invoices or vouchers, 

(3) r.l alnua for »v*ount in oxcona of oontrnob prior or 
fsddltimmi payment involving pal d accounts. 

(4) Clainn for tmotmbs duo ducoiuwU or X#r^;ul3^/ inconpobtm*' 
o.Mployoon and individual uoji trno'.or/j or other public creditors v/ho nrn 
dnoeiuuid or lo, ally luooupetont. 

(5) Claims of bank nipt creditors. 

(6) Olaicui involving, vouonoro which t-u? owioml Aoo ounr.an,.; 
Office hart roqueotoU for set-off purponen* 

( r n Claims ."or awaunttt dopoaitod into the M iooollruioou« 
noooiptix aacounto o.nti payable from "j?ofund of \ onoys nrronoouisly J’ncoivod 
and Covered." 


(l>) uIhImg involving lapsed Hwproprltitiorj#. 
statutory Limitation on claim a 


Public far-: Ho. 08f>, 76tb Gong roan (SI !hS.(h ?luf provider 
that ovory claim or demand (except a olnin or demand by nny Utnto, 
territory, possession, or the piatrint of Coluabin) against thr Uni ted 
States cognisable by thoUon«ral Accounting Office under roctiou SOb of 
the Budget and Accounting *ot f Zl U.fMh 71 and 286), shall b« forever 
barred undoes such claim, bearin'; the signature and address of the 
claimant ox* of an authorised agent or attorney, shall bo received in 
that officio within ten full years after the date suoh olnin first 
accrued. 7 his Act also provides that when a olair, of any person nerving 
in the military or naval forces of the United states accrues in t5.no of 
war, or when war intervenes within five years after ito accrual, such 
claim may bo presented within five yoaro after peace 1« ostubliahod. 

d. Kovistt of Clain nottl extents 


A request for the General Accounting Office to review n 
claim uottlement ordinarily must bo made within one year of the date 
of the settlement (17 C.G. 516), and should be filed by the claimant, 
or one who has power of attorney to not for hid. This Agency nay not 
roqueat the review of a settlement or decision on behalf of a olaiwnnt 
whose olaim has been denied unless tho matter is one of official 
interest in the administration of this Agency (17 C.G. 1021). 
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4 « Ao porta 

siiUMO ml, mi ntyluvv n,rtj o«r train j-urimMc reports lf?‘ wi.li. bo 
1 ^'iHrod by t:.?i Kino u-1 fUwtfijti, Othor '’himujlni or n drill iterative, 
j*o porta will tio i.'roprartui itf. n14uirr.nl* 

n * Atfttoru’mfc uj Omwrol /loomuit Hu Inn con, : bum Inn J “nm 111b . 

•■vill |.« prwparod nwi CTy'Tfr SHT Tnowi.n to iffiTCTn M<sft»r<iniH*n «<*•». 
Uimnn.1 ■■■ ">■•> report mwwia,, « cW» t - trial 

bnlnnoo of the Conor., i i„.M,;er nmi inchwea Imlannon reported *«m<ior 
appropriations noO fund;) op wll nn •'ettmuiut, tw, spaoial 

deposit, and nlnnnllmiooMn rv.oeij ■>: naaounUi. 7>, c report will |>„ n , 
to ti.« qeium.l /ccmwfcirj,; ’ iTu-.ii wit!, „ ropy . r - 

•>|>i rnprtatod Citric ''Hi rraiwyr;'" ncowmt. 


. "" ’i'.ovrini, dtu Uut of Ayproprinhinr.e. 

hianunrd - r <> rriTllV .villi Tu; prepare d ,v),if7Xr 'b;~~n,V ~7imuu~-7niirrt~~ r > ■ 
..ooordamw. with tor.nrtU ti.w. a ?ho «H.j,orC shown *2, o'"’ 

3tn(.UH or th« unexpended appropriations and run>ln of t o; r.naw. The 
report will 1>« nubmittnd to t: <» fumoral ocuwnttn.. (,-fi’too nun ,, con ' 
Hirr.iahod t;.« :‘uti(.;ot ’oot.ion, ‘ 

°* Statoaaat of ^por fctouraonsa tn, AUotaont «ccwit» l.v 
f j ” TXT? ' , i nTTTo' p r u]m rn'Tjntn[£{rFrjv} 

Account* urnt in nccordnnco wHK n<»r.ontl H^uitiUons HH yi lt> 
roport depicts too n, :rop riot ion ctVviia of rip,?ortlonrttmte ru proved b\ 

1,nrettu u l.lo hnon tn author] sad uj Kuo *>u4, ci !- 'torpor 

roport will bo aubnittwJ to tbo K'uwim) Accountin - orfi.no 'V*./ i/ciin--* 
firatahoit fie ;hr!,;et Section.. * ^ Vj> 

, /** ZiS ^CLj:^. "tatiia o*‘ Appropriation , -on., 3 , win be prepared 

.^n ... / >y t*iH Accounts Kiiit in oo v tox*unncc witii r04u5roM011.tr oi tKo 
fronaur/ iwpartBwmt. 7 ),o report provides cur runt dotu or the rataw o 
tao a,. propr lotions and I'unda or the A&onoy. i , !.o original ana oopioa" 
w. lx bo Bubiaittod to tin, rronniir/ Hlportwont ur.ic ! will in turn rwnm 
„,;i* original arxi duo copy to too ;!urt,a>, of the Hud,;*»t. a ooi.y will n 1 no 
ao furwlahod tr,o Chiof , rtnai.co tMviaion, and t o i: ioL\ hcetioo. 

°* /■■Jaiyola o. Appropriation ftntua , I’orra ii, will Uu pruparod 
Jionthly by t;.o ,v. counts »>n it to oon^orn to the roqui roaouts of sho 
furoau of t).r> >)udg«*t. fl.o r<»i«,rt provides eurront datn with roapoofe 
“ r> o:t h'»uii turns and obl ! . ( ;atiorin by fiorotl one arid object classes, a 
copy will bo i\4mioboa ti e "xoowtivo for I'M, the cni 0 f, yi««no« division, 
wnd U»a Chtoi, Dud(;ot /loctlon. 

f * uf Obligations and ;tq)oiuii turea b y Object Claeses, 

■°™ M Z) Z : KK. b ° ‘■ ,r °( J,irod Ko««»ly by too /ocounto unit, in oon/Emmco 
utSninistrntivo roquirononto, for each acoount to which funds have 
boon allotted by the Budget Bootion. The report slums a broakdenm of 
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all obll .,;nU(m« nu<i o*i>tmUl turuo by objtiot. olunnon and tho uiiobii 
imlanoo tii nllotmimt. Tmj o ri ,.;5 mil and n oopy will ho nubnittud 

to i'io n = I'lloablo A llot too, usui u copy fUrnishmi tb« rbjd^ot Una 1 1 on* 

A* durn^ttry . 1 ta tomout nf */• aim morion to mid Coll no Mono by 
•V p r of »r i n 1 1 on iTUnTEtTO rm n, ' t m a GrrZr^rirrT YTCftf, "WlTTlTt “ nr»iT ‘ uYoTTkT n t ) * ly 
By' Ts * <T A (3 o ovm t n WiV TifcV* : j fi j n inno o with C tti lorn! »\coounO u,; > *'T\ o o ro~ 
‘JUlroMontn uuJ rtubrrdtUnl to fcim donornl Accounting 'fflnti with tho 
at j-llottblo Account Currant. f>1 o rttpn rt provldon lltfiltnt.lon hnmkthmn 
<>r oxponnlturos nncl collootlonn proofs nod by U.o dlnburntn,; o ’floor 
iitiri-.n^ thn m o r t h. 

h. Annual b'unrmry of Rotl rorumt Amti Vrnrusautiomi, 1 *’om Jlnny-p^ 
vl 11 bo pro pa rwTTJjr *F aT ~ 7 nynTT T^vpr h 4 » trn? «r»ci oT one’ , lufTTfimlnr ,/oftr 

nu ro< ju! rod by tho Civil torvino ikira^lnalon nmi uuhnM tod to tun Clvl X 
Rorvlrui <, 'onr.il salon. 7 ; ,o wjxirfc Jiuinnurlsoa rutirtrsun.it tramiuotlcmu of 
fchn Ar/uioy n u n wholo. 

i. > jUArtorly Hoti ir . of f :'ax yitiiho lcl, Y> rt >1, will ho pro- 
on rod by the VtxyfoTT ( 5rTt~nr.O nuiy, Vt tcnTS)' The Muror.u of Tntonml 
I'ovonuo nu roquirml by Circular T-bovimxi l!KG, ?i,o roport iuciiulon 
all taxon vdtmhold fron wa-;or, of onployonit ilurJu^ tho particular quarter. 

J. Vit.i.'.oliUn^ .‘it » tor. nmt, *nm v'~JJ , will bu prepared by th<: 
.Payroll ’T/lit. a. t tl ; *F oi u i 6 f t \ cfiXontlnr your for one*' owpleyoo. »tr for 
nii individual onployoo when .sopnratod from t.*ci Agency dnrirq; « y<mr. 

7;,o i*oport iuoluUos ;;rofls oaminya iuib tax withhold. lAipliontu ro]>ort» 
will bo X'umialKid ouch, ouployro «ud a oopy f?r-2n) forwarded to tr.o 
T'oroau of t n t«nml Rovonuo. 


k ‘ h n ! Um) - oJ \ ' i - < :niiolillnj; . v 0 rr. ,7 -K, niU bo j 4 ro|*u*«<i 

by tiio Payroll Unit at tin* onh onch calendar yonr ami nutmitteii to 
t..M H u roau of Intornnl Rovonun witi copiois of b'orm '--2a. run niporr. 
.ncluiioo total tax witlbiold during; l.ho yoar, and ie roconoiloti to t:.u 
,7-1 and Vi-V. form. 

!• Hoport of inwa imlaxicos will bo proparod by nhu "a., Toll 
imit aliowini; oniUoyona* unuaml annual and sick leavo balances aa i >f trm 
ond of tho last pay period In the calendar yonr. f fiopuruto ruport will 
bo pro pared for eac), omployeo and forwarded to tho applicable mtninia- 
trativo official who will retain one copy for !iin filco and rulonno too 
ot/ioijoopy to tho enployoo. 

G. Heconciliutiona 


Tho offioial appropriation and fund accounting lodgers and 
records maintained by tho Aocounts Tjnit, Flocal Section, will bo 
rooonoilod monthly. In off noting those reconciliations tho various 
accounting and disbursing records maintained by tho Fiscal Sootion will 
be compared with onoh other, and also with the a; plicablo records of 
tho Disbursing Offloor, Treasury UopRrtownt, and the General Accounting 
Office, '* 


; ' A f 
t'UfV r 


hOnvT,’/ 


A I 

it 
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Individual employe') t»ncouji',a /‘or rofcirm«umt, , tax , nnn hand 
dfKhiqtior.fi, u\iivtfilnod by U.'m : ri/roU Unit, i’limnl ;>o«tlou # will bo 

rocuuol loti to insure h/mt tJu# amount wlttihold from thn cnlnry 

of ouch employee In correct ?uui propurly doped tod to bln credit. 

G# Audit of :t tump Accounts 


Audit or atonp accounts vi l X l bo ooiuhio too <mk of ’arch ’M, 

.Juno :V) , * r1 p tumbur *10, and doouulmr SI by the Piueol Inspector under 
U.o di root 5 on of V : r C * ' of, > uuvtujo i vl.il on# 

All stamps for official u?t« of too a tronoy will bo ohtdnod by 
ti'O Krooni ; ruooonizti; unit, Imrui too vi or* , and iamu/u to inhivtuual 
o; s fiot)i3« y*iou of ficio >mvic,. unutody o ' a ';aupa 'Vr official who will 
oo roqu' -art .r* rdritntM a cur run t din won it. ion record. \t too tmd of 
oitcu quarto rlv period V o dl upon! lion record and a utatomont of physical 
invcnto r , * of a tamp a on onrtu 'tiJL i i..*o uuUtfibtod to too **5. sod } Toe ut: nine 
“hit. "*.«>• nil ropnrtu for che r. tmcy have iieor raeuivod, they will )»c* 
forwarded to the ‘inon! Inspector 'Vr audit and proparoti or, of a moon- 
o illation ntivtorunit for ouch account;. 

••’ho 'i oo ix 1 } nftpoc tor vr' i ) mov'd. t *.r. t o ’ M o f , :inwni« vision 
roy ort on the a; ui.lt supported by the: roaouclliti felon Rta tenon hn. 
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'far* iuo tror’tj < »d nod In tail’ ;4u.b“S*.n.>t 1 *'h portu/u .* r~ 
ally fco field offices located abroad run l owed ficnlly to r.ue:. off icon 
n:s ha vo activities if. let uro 'finer- cod from vouohored funds, yield 
u fficoB located within tin) *'».i tod btavog will ^morally bo .;ovor?»od by 
t v io a«no ro£ulntion« siu the office, ‘uo tailed i*lacnl 

inntn^otionu for foreign field o/Tiooa -\fivo not boon immuti to daw# 
"Vo.ro appliooblo, t *« bftjiio Inutructlouii# rtqjvilittiono, and ndninictra- 
five polio i<n; uartainln^ dcypurtMcntnl f: soul aotlvitimi ui \l bo 
ariapted by foroijzi fluid officoK wi fch activities flr;«nood frovi vouch orod 

f i til d?; • 


Lotters nnd raeziorando. portinont to fiacnl cxtlvltios will bo 
rte it to field officeo# uc required, to aupplennnt these inolruotioris 
and ahall bo binding; on the receiving offiooo. 

2. gxpgnd iturott 


TiXponditur«8 no related to vouchorod fiscal activition fbr 
field offices located abroad will bo accomplished under two {'omirnl 
r.othods, namely, reimbursement and disburooment. iidnien ditures for field 
offices with in t no United States will be proceaaed by t};o v/asbin^ton 
office. 
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a* K&lmburownunt - Xi*ls method ooiifumfl V> the procedures out- 
lined in rfar Department Lotto r A00-400, but is not THiconanrily restricted 
to the ,f nr Department. Undor thlu method, Matorl&ln and services will 
be obtained from one tho r goveronwmt. agency operating In tho locality of 
the fiold offioo, A Bunnary of Urn charges ami receipted invoices for 
materials tuid services furnished will ho transmitted to the other 
agonoy'o Washington office for billing thia Agency* such hills will bo 
received on standard Form 1000 by tho Ftn&uoe Division (Washington^ and 
processed for payment. *f>» 1 k mtiiod Tiny bo u«od only when previously 
ttu thorlucid by tho Washington Offlco* 

b. Disbursement - Under thin method, disbursing funds and 
fnoilitioB will bo nado available to tx fi.wl « office. The actual dis- 
bursements wil) bo made by field Disbursing Officers of tho Treasury 
Department, or State Dopnrtmrmt officials representing tho Chief 
Disbursing Officer of tho Treasury Department* Vouchors for field 
off loos will bo certified by an Authorized Certifying Off in or of this 
Agency and submitted to the field Disbursing Of floor for payment* 

Field Disbursing Officers will prepare a monthly Aocounts Current* 
which will bo transmitted to tho Finance* Division ( Washington 1 for 
admin istrativo roview and certification. 

A Field office operating undor thin method will bo primarily 
responsible for tho amount $>f diaburolug cash on deposit with its field 
Disbursing Officer. At the beginning of each fiscal year, or when mm 
disbursing stations are established, the Washington Kinanoe Division will 
initiate action to establish current funds, basod on available allotments 
and information obtained In cooporntion with the vouohored fundo represen- 
tative in field offices. Thereafter, increases and dooronoun in disburs- 
ing cash will bo made on request of the field office. Approximately 
thirty days prior to the boginning of oaoh quarter tho field office will 
review and analyte available allotments and disbursing cash balances for 
tho purpose of transmitting estimated cash requi re*uoxitn for tho suacood- 
ing quarter to the Washington Finance Division. This information and 
data should bo furnished in duplicate and should reach vftishiugtoii not 
later than ten days prior to the beginning of tho throo months period 
concerned. 

3. Accounting and Reporting 


Each field office in tho United Dtates and abroad will record 
obligations so as to prevent expenditures in excess of funds authorised 
for use by that offioe. Such control will be acooriplishod by use of 
Fora 34-15, "Monthly Obligation Record", which has been prescribed for 
use by all field offices and outposts located abroad, nil obligations 
of the office will be recorded on this form, regardless of the ffcot that 
payments may subsequently bo made undor either the "reimbursement* or 
"dlsburseaont" method. 
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B»ch field office in tho United states «utd abroad will submit 
u monthly report of actual and estimated obligations ami expendl terse to 
tho Washington Finauoe Division on form 54-14, "Roport of Actual and 
Katlmatsd Obligations” . Data for preparation of this roport trill b« 
taken from ths Form 54-15. 

Field offices operating undor the "disbursement^* method will 
ulso be required to submit a quarterly roport on allotments mid disburs- 
ing cash balances* 

4. Payrolling 

Ocnerally, the requirements and policies outlined in Adminis- 
trative Infltruotlon^^ B , of this manual apply to all fiold offiaue. 

Payrolls for field offices located within the United states 
will be prepared by the Tfanhlngton Offico. 

Payrolls prepared by offices operating tmder the "reimburse- 
ment" system will show only the net amount to be paid, Deductions fbr 
retirement and taxes, whon required, will be effootod by tho Tfaehington 
Finance Division. 

Payrolls submitted to Disbursing Officers for payment under 
tho "disbursement" system will be prepared, insofar as deduotianc for 
retirement and taxes are concomod, in accordance with epooial instruc- 
tions from the Washington Finnnco Division. 
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■I dKfH yPAl, 

1. fAirposo 

Tho purpose of this instruction is to assign thu responsibility 
«nci establish tv* ci procedure for budgotury administration in rtfr, in- 
cluding tho preparation ami issuance of internal fulciinliitmtivo directives 
and tho standardization nmi control «>f ferns. 

2. Definitions 


IU bud gotary mfcjiiilttirution conflicts of tho prooocrson by which 
work p r o g rum u~ n ra Tr ht uiTITb o tTTrTEb /'financial tome, analyzed, ovuitmtod 
and reflected In tho form of budget uofclnatoa; tho noocwunry funds aro 
Justified and obtained from tho granting authority am: funds mid positions 
nllottod to proper units? tho accountability ami control of funds tiro 
maintained to assure tho execution of authorised pro craws in mi effective 
nnd economical manner and tho results firmly sod, measured, evaluated nnd 
roportod upon to the proper authorltloG. 

b* Apr roprlatlon is an authorisation by an Aot of Congresu to 
i^iko payments out of u? Treasury for specified purposes within » pro- 
ne ri bod amount. 

c# Apportionment is tho determination by t.ho Director of the 
Bureau of tho Buiigot as to tho amount of obligations which rmy bo incurred 
under nn appropriation during n opacified period, 

d. Allotmont io an authorisation by the head or other authorized 
official of tRcT agency to incur obligations witiun a specified amount 
pursuant to an appropriation or other statutory provision. 

°* for U. *>• ^ovorruiont in the period beginning 

1 duly and ending %5() \funo of the following calendar year. 

!*• Object clnaoi fiention is a classification according to types 
of services, articles', or otlior items involved? e.g*, poroonnl services, 
supplies and materials, etc. 

£• Purpose classification io a clan lification according to 
function, activity, project, or other program sub— divisions. 

h. Obligations incurrod consist of orders placed, contracts 
awarded, services received, "and all other transactions during a given 
period which legally reserve tho appropriation for expenditures, in- 
cluding expenditures not procodod by obligations. 
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i. unliquidated obligations consist ol' obligation a incurred 
for which ox j>oruHlf\Hv» n it rn yo*n rmdo. 

J # "ftobllgatad bulrvnoo in un amount of nn appropriation, 
iv ppo rti onnim tV "o ~i aTTo Siofi ‘fcTWvTo) hrui not boon obligated. 

р, Working lamia are fvdvrmoe payments received under Section 
(50 1 n 1' tho ifcni » oiriy 7"c FTor which acqmrnto accounts uro maintained or. 
the hooka or the Treasury h'upitrlrjent. 

1. 'fc.d^ot officer nn used iv this instruction rotors to thu 

( v 1 o f , ” : i i m k c<riT5 ' vTaSonT * 

3, Httsponsl bllltltin 

n. The Director or dentral intelligence hi roiipunaiblo for 
establishing the poTioy^irn FIKET t I“~ V T fnKT^cTri cTm! ot i no to tho content 
and amount of br.dj*;ot estimates* 

b* Tho Budget Officer nun direct responsibility .for tho 
development and admin i straticiiTT) f ti o i;j(» budget, including liaison 
wit ji tho bureau of tho Budget for tho director of f n ntrn.l intelligence. 

с. Tho Budget Section In responsible for t-.hn administration 
of tho f ; t(; budgetary program wTth roopoct to the preparation and sub- 
mission of budget ©stimntuo and tho ontabli ahzsiont and control of tho 
allotrnont(o) of funds in compliance with vodoral lawn und roguiutinruu 

d. Tho hand of ouch Office or Staff ftoot lnn receiving allot- 
ments hna primary' ~ : h open i^nTHTHy ;c -a ry WarilnTatration in . .in 
arc?:, i-sciudJng th<-/ initiation, preparation, justification, mid sub- 
mission of eotl I'^-voa to tho Budget Officer, and prompt aubmintsion of 
required rope th >Io action nay bo initiated by any employee which 
would result in tho incurronoo of agency obligations except on authority 
from ouch responsible officor. 

e. The )*>ad of each office or staff Section iony designate un 
employee who, in add i t i on to his o tl I n r duties , vri li nn ouno tho responsi- 
bility for budgetary administration vritnin suen cilice, «uuv who will 
3 »:,r;o as liaicon official botwoon the Budget Section and tho Office 
concornod. 
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SEW&MvynT or no uuDOirr 


1. call for Bstiraatec 

a, a» of 1 July of each year the Director of tho bureau of 
the Budget issues instructions sotting forth in detail trio methods to 
bo amployod by the Budget Officers of tho various ngencion and depart- 
ments in preparing their estimates for tho ensuing fiscal year. Those 

CONriUtNlihL 
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out Inn too two required liy the jsurimn of the Hudgot on or before U> ,;ep~ 
Loubtir* This normally ueoeufti, baton preparation o f tb<? agency's budgetary 
r»»biuuU?*i approximately or:o your in advance. 

b. ah di routuii by th«. budget Officer t) o budgot Unction Ihoiiois 
too agimoy 'Call lor )',r t lion ton” to the various ^ rgiuiiziitinuni. uni In of 
CTb funl proscribes tho fom nml order of proiien tat/ on. :;nob office mul 
f.tnff bootlon having field off loos In tho Uni tod ututon or abrmu J in 
required to prepare separate uatiraufcea on behalf of the field activities 
i‘or oncb location* Sfniurly, aopurato estimates must bo submitted for 
ouci distinct current and proponed major project* stalled instructions 
that will bo gl von it; ha annual ’’Call for Uotimntos" include specific 
di motion u to bo followed in proper 1 ng Amuu rcqui reman ts. "ho funeral 
order of presentation and tho notorial to bo furnished in uu follows: 

(1) ntn tenant of Authorisation from which t)io functions 
und activities of tho Office or ft tuff g ( %ction uro corivad (tenoral 
Order o, otc.^l. 

Organization (’dart with brief explanation of tho 
relationships anion,; tho component farts of the Office or ftnff .‘Action* 

(3^ Statement of Function of t::<» ffioo or j’jtniV Ration 
nmi ;‘o r each of its compunont units* 

(4i ’Vbrk Slow f>uu*t showing the fiery of work through the 
various divisions or units of the or Staff faction* 

(b; "totalled Justification of Retina ton by (-eject clnoni- 
fi cat ion ac dofinod below: 

Ol^Pgraorud Services - salaries ai d wages, 
oonporTaaBTon for norviaos rondo rod. on n per 
diem or fee basin, cosh allowances for living 
and quartern* 

02 -travel - transportation of persons, tlioir 
nub sin t one o when in an authorized travel 
status, other expenses incident to travel 
which a re paid by eje, cither directly or by 
reimbursing toe traveler* 

05-Traiicportatiou of Things - chur&os for 
transportation amFcare' of things on route 
by land, sen or air which are paid directly 
by CIO and not by tho vondor* 

Q4«*Ci>gtriutil nation - transmission of mu s sagos 
i'rori place to pXaoe, including tolls for land 
telegraph service, raarino cable services, 
radio and wireless telegraph service, telo- 
phjno service, postage, messenger service, 
switchboard and service charges and telephone 
installation costs. 

05-Rents and Utilities - charges for rents, 
heat, ltglrt, power, water, gas, electricity, 
and other utility services exclusive of 
transportation and communication* 
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OC-hrli. and rinding - contractual 
services ~T il.™ TFftl "ana binding boohs, 
panx>/ilo ?*s, Uoc.uttim*s# mivi other publica- 
tions, Including r rintod Cornu and 
Xo tto rounds, 

07 -other <' r vu ^ruo uml riorvioos - all 
omvlrHO } Ma ~ ««’ fvTd*Jii no X ' ThtpTonvl ho 
claaal J'lud ttiic. Mss repair.* a nd alteration); 
when done <r, contract, a to rage said ; min to- 
nciuuo or vehicles, subscriptions tc 
periodicals , ; urchacs of specific in ./orru;*- 
<-lcu on u *,. ■ -’i i, v r*H.c viiitl busis, v» to • 

QB- fluypJ Lios u'\ \ * a tori ala - co-tu iditios 
oonuutAodT or oxjnm* iS<f VTTHTTi n n c .i:\nt rati v^ly 
short period of titan such ns office uuppliou, 
static uury, repair pf.rtn, etc. 

09-^poont - iwrMxtti vy, iapiouninto, tools, 
TumTturo, vehicle#, etc., which tiro adapted 
to continuing uae and fitiy bo expected to Knvo 
an oxtendod period of service. 

li. Action on 3>*o tint* tots 



u. The oatlrmtos 8ube:lctud by Individual rp! organisational 
units to tho Kuagot Section are carefully unnlycou unu coordinated *ti k 
o ti ur CIO uni*- os clnatos upon predetermined agency policy bnyin nr. ci uro 
consolidated lute too overall CT'"- budget document in accordance wi tn 
thu t’oni and instructions issued bv the nurctu; of tnu Budget. Tho 07') 
rrud{;;et Officer reviews the conpletod uocui*gu», makes preliminary 
rooors&onUfttlono on general budget policy, and eubmits the dcoununt to 
ti.c Director or central Intelligence through the Kxeoutlvo for Rura ennui 
and r.dwiniatrtition. 

b. into tho approval or 'Cun roc tor or Control Intoll lgoncu, 
v#!iO Mirticoa final doolsion on content on a anount or oatl&cLtos, tho (TO 
budget ebeumant is reviewed by ti o VTA Budget Review Connittoo. After 
approval by t ho coraaittoo it is fo rwnrdod through appropriate channels 
to tho Bureau of tho Budget. 

Qm Tho Duroau of t; o Budget conducts > earing at whio/i tho 
Director of control Intelligence end hio asoistaJite dofond tSm outiroatos 
by giving Author explanation and justification. If tho IJurouu ruU:on 
any adjustnonta, t)n>y will bo wndo tfith tiio kxiowlod^o of tho CTO mid^ot 
Officer wiio reemins in constant liaison with the bureau during t3io 
entire budgetary process. 

d. Tho Bureau of the Budget racoon ©ndationa are forwardod to 
t)ie resident ^10 way cmko additional adjustweats before including it 
in tho ational budget which ho presents to congress. The Appropriations 
Consiittoes of the Houso of Reproaentativoo and tho Senate hold honrings 
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at which time the agency \a roqul red to further justify and do fund the 
ugonoy'a budget nu recommended by tho resident. Further nodi fioatioim 
w\y bu rondo by thy Apy roprtation r.onroittoea, mid id sun on ugnnoMont in 
reached hc to tho amount to bo upprop rioted t> o Cult , roan pnHHou an 
Appropriation TUU which booonoo thu Appropriation Act when ulgmid by 
tho resident. 


AU/rWTttTHATT' 


cv\ IfHOFT 


1. Roatrictiona on Use of Funds 


Tho Congressional appropri nti ona ruulu available to tho Control 
Intelligence flroup nro for fixed amounts and contain llaiitatlcna rui to 
tho pur | logo for which .(tin da nay InPajior i£. (hmoral legislation or other 
agency Appropriation Acta laity alno liLi.it the purpose for which funds 
raay bo a pant by this agency. 7 ho bureau of tl^o IFuiTgot established 
liiaitationii through tho raodiun of quarto rl.. npj o rtionroontn upooifyirq; 
wlior. the funds tn ny bo spent* T* o control procedure proscribed by thin 
instruction is to assure that those and other 1 Iwi tat ion a nro not 
violated. 


Apportionment of Funds 


Suction 5 of hxaoutivo nrdor do. 1*812 provides that onoh agonoy 
i.:uat subnit estimated to tho bureau of tho Hudgut showing how much of 
the total wonuy appropriated is expected to bo obligated during each 
quarter of uno fiscal year. ’.than approvod by tho Director of tho Durumi 
of tho Budget tun quarterly apportionments arc binding and represent tho 
Maximum amount of obligations which nay bo incurrod during ouch quurtor. 
Thu Bureau roquiros periodic reports of allotments and oxpondj turon as 
o viaonoe that ‘hinds are bain*;, expended in accordance with tho approvod 
upportionmontB. 

3. Allotment and Control of Funds 


u* Tho Budget 'ffioer, after consultation with snietant 
D:l rectors and chiefs of Staff Sections, determines tho quarterly fiscal 
requirements of each Office or Staff Section for proper execution of 
functions ao assigned by tho Director of Central Intel liganoo. Rased 
on those* determinations the budget Officer or his authorised repre- 
sentative will allot funds (by object classification for information 
purposes) to each organizational unit on Fora 82-5, ’’Advice of Allotment 
Authorization.” These allotments are binding as to the total amount of 
funds available during tho appropriate quarter but discretion nay be 
exercised by heads of Of floes or staff lections with respect to obli- 
gation by objects, subject however, to limitations which nay bo sot 
forth on tho allotment document. 
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b. Offioo and Stuff foction hoods will bo informed periodi- 
cally by "Advice oi' Allotment rlaation" uf tho rr ount of funds 

allotted, Allotments of funds to fluid off loon In the United r.tubon 
nml fib r oini nro nude to the ’Tush In gt on office or Staff Mention on j’on 
;io, S2-b f r transmittal to auoh Installations, Baud In conjunction 
with the Monthly ohpll f ;n tilon reports (Kor M-l \l> , provided by the Fiscal 
motion of the Finance Division, Much Advices can be conjmrmt with thf/ 
atntouiojit of clnanif loatln^ obligations au of tho clone n* emoh r.umth 
for tho purpose of obtaining information no to V.v unobligated balance 
applicable* to *moh object of expenditure, funds ntft v 3Ln i^n and additional 
needs can thus bo dwtomluod, and available funds ^u ily and n ffocti voly 
utilized. 


c. Tt i" Incumbent upon ouch 07 n official, receiving ullotnonto 
of funds to refrain fivn any act which would result in tiiu Incurrence of 
deficiencies, Tho agency Is bound by tho provision a of the /jiti-Dofi- 
cienoy /\ot of /ub run r/ '•'% l‘H)G (jil Hilt: 6 G 5 > which, mahon it a criminal 
of fan so to incur a dofiolunoy. 

*1. bequest for Additional Minds 

u . Vv'he never nr. Office or Staff lection huaa dote mi non that* 
tho current uilotaient of Am da i» inouffioiont for ban in opo rations, ho 
will prepare a "Request for Change in Allotment,* Korin £2-7, including 
appropriate detailed juotif lootion for any roquootod inoroano iv hip 
quarterly allotment, find forward it to the Budget Officer- If tho 
request in approved, the Budget qoutiou v/iil propara and issue n ro~ 
vised porn 32-b, "Advice of Allotment Authorization/* sotting forth 
tho adjusted amount of funds available for obligation. 

b, Funds for projects requiring action by tho * ‘rejects fovitm 
remittee rail bo requested in conjunction with tho presentation of the 
project tr. tho Commit toe on .Torn , Project •' reposal. If, after 

consultation m \ th appropriate officials# the decision of tho Conr.il ttee 
ir, favorable, tho approved Kom will bo transmitted to the Budget 

officer win will notify the Budget Section to prepare and inane un 
M Advice of /.llocmei t Authorisation'* covering the necessary allotment 
of funds. 


n, Allotment and Control of oaitlons 


a. The Bureau of the Budgot is empowered to ostablish personnel 
ceilings for all executive departments and is required to report viola- 
tions of such ceilings to the Con gross of tho United States. 

b, For CTO organizational units personnel aei lingo are 
dote rained by the Advisor for Vanagoiaont, in coordination with the 
Budget officer, Based upon this action the Budget Officer requests 
a n agency personnel oeiling from the Bureau of tho Budget. 


CONFIDENTIAL 
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o. Hooord Controls have boon uatabli sued wi thin thu cx f ' budget 
..'action to prevent employment of pornormol in excess or’ tho ottttibXlahml 
celling and monetary limitations uruJ to provide special budgetary infor- 
mation* 7 rose records are niu.iii tained ub follows! 

(I 5 ' food '‘nrnontuil Action bequest, Porn 37-3, originating 
In any organ i ant 5 until unit of gtg, in aunt to the . craonnol Division, 
which forwards the action to ';ho Position Control Unit o/‘ tiio Budget 
faction. 

(«*} '?V\C Ohiof, Midget faction will tuJro appropriate action 

on the Hoquost depending upon t;hu sufficiency of finite, whether or not 
u coiling violation in Involved, or tiny other pertinent fnctorn. Tho 
Request in than returned to the * nrsonnol Divio ion for further prose using* 

(3) ?! o personnel division fun ishos two copies of utnndard 

Korn no. 50 ”foti ficatlon of Ucraumiel Action” to the budget hootiem for 
processing and release to the nyroll Unit, * 1 steal .Section* 

d. Tho budget f.notien propuron, aa of 1;)io clone of buslncmu 
of each operational day, tho official OKI fltrougth report. Budget .ootion 
rocordn used for this purpose are reconciled with those of tn« Personnel 
t>:l vision at tho close of buainons oriel i month. 

f . AsaitgriMon t of ; ll lotn ont Account Symbols 

7h«* Budget Section will assign an allotment account symbol 
number to each CTO organisational unit, activity or project, The 
account syi mbol must appear on all administrative actions involving obli- 
gation of fluids, o»g., personnel actions, requests for supplion and 
material a, equipment, etc. 

7. Approval of Overtime arid holiday Duty 


a. Basic VTorkwock 


Truro is hereby established for tho Contra! Into lit guuco 
Group a "basic" workweek of 40 hours consisting of .five regularly 
scheduled eight-hour workdays, Monday tJi rough Friday* 

b. Administrative workweek 


The regularly scheduled "administrative” workwuek no an a a 
calendar week and for CIO shall be Sunday through Saturday exempt; ns 
provided for in paragraph o. bolero. 

c. Irregular Tyorkwook 


In thoao organizational units in which it is impracticable 
to follow h regular schedule of definite hours of duty for each workday 
of ix regularly scheduled administrative workweek, tho iSxooutivo for 
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f'nmonnol an*] ,\*Ju- Midtrutiou \ a nut oriKMii to ootnblich a iutuxc wur#> 
mHi’.r o.)HMl»U;i t ; of V u final 4 3 .nurii of duty porforuud vriViin u ported 
,J < not :V'r*i l‘mit (t d«yn of v- <i ndr r .i3 strati vo mirkwoek . 

<i. Overtime 

fieri; in twiomi of 4 ' hours performed during ur. ndninlutru- 
tivo workweek will be cntuil Cornu overtime, 1 authorised b*. advance bv 
the Chief, H'idj.ot Auction. Overtime mi unort .In this instruction norma 
1 rr«t,ulnr or ncoaniomtJL overtime" not i?c/:o;iul«d in tro r«,;ul»\rly 
nohoduloii ndixln I lucrative worknool . 

o* Mull day l-ny 


v.floyuon mi 0 i;?i»Kl t - buoy on holihayn <ioei {jnatiid by 
'udetral ; tutu to or hxoouilvo order will be conpomiatmi nt twice tho 
no mml dn 1 1 y rate or h1 X owod c or, on h a to ry time o f f , ) tou r to r i ,ou r , 5 n 
noco rdruioo with faction 11, ublio i.hw 590, auioral ’h.ployoea ; ivy Act 
o/* 194G. 


f . Aut orl tiofl 

(D T? ci Chiefs and Admiirtutrutivo Officers u,' ; offices or 
35 turf -lection a nay request nutho rizntion o r ’ overtime unu holiday duty 
for Indivldualii oi thoir respective organizational unite ? n itc.oordiuiou 
n-lth too procedure outlined in paragraph <; of this flection. 

(2) Tho CM of, Mudpyst lotion raoy appro vo cue;, request, 
based upon tho adequacy of tho Justification submitted. Y/ork in exeunt: 
of It) tioura during an k<1s« ir»i strut! vo workweek shall bo authorized only 
i?i unusual ci rcumstanaos whore employees arc required to porfona addi- 
tional work vital to tho program involved, ana must bo nuti orieod in 
advance of t *o performance of tno work, except in emergency otveon. 

£• Conditions and Limi tations 

(1) Employees in j;ri\doQ up to and including ’ -2 or CAP-V 
.ifiy receive overtime conp on nation computed in accordance with tho pro- 
visions of tho Federal teaployoer, Pay *ct of 194b ('Public \aw lOfW/tttfc. 
Conrreaa^. ^*naplayoon in ir rnd on nhnya p-2 or CAF-7 nay be allowed 
compensatory time off in un amount equal to tlie hours of work perfumed, 
oubjoct to tho llmitationii cortnined in soction G0S(b^ of tlto 194b Pay 
Act, bo attended, rrhicit exprosaly prohibits the payment of bauio 
coaponaation, or basic oonjHjn nation plus any additional coupauauticm 
provided thereby, at a rate in oxcoon of ^10,000 per annuia for any pay 
period. ISraployoos in this ontojjory nay not receive overtime conpeiiBii- 
tion nor nay they elect to receive compensatory time off which w>uld 
result in such oxcoas rate of ooupenaation. 


COHIl DFNTfA! 
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(V.) coiij^onantory time off two mod 'it fu vor of employees 
lio used tv it.ii 1 . 1 1 15 J titty i» <»“ t o [wirformaroo o *' overtime) work or 
tho employees slmJ.1 Iruto tmu tine and hIho t! o rtijht to overtime 
coir pirn ant ion in liou of nuoh oonptm eatery tine off, union n tho failure 
t o take the time off in due to c;5 rrum/i trauma boyond the control of the 
employee. 


h. Pro co miin^ of puquont for Approval 


font o?,~V> will bo Ufioti to request approval of overtime 
(including holiday duty ), Th'U for ', mart include nn uUoquuto Juutifiea- 
tion for too ovortlmo and must bo nijyiod by tho Chief or * unini atrutive 
Of floor of the Office ur Staff Section ctmocirnod, ?.* o t*on» will bo 
forwarded l.» triplicate to t'-o Chief, /iuu^ot Auction for approval in 
nd vane (i of the performance oi too work, T ri cnr.ou involving tjonponnntory 
kino off, too roqueakMv; official will have the appropriate onplciyoo 
Initial 7 uni •5k*-3 immediately opposite Mo or nor typewritten nemo. 

Tho Initials will nerve as a verification thvt tho onployou has npe- 
c i fi rally requested oonponnntnry tino off in lion of ovortino conpon na- 
tion. If approved, two copies will bo returned to toe nitfiinj; official, 
fno copy will bo nub mi ttod by the requesting office with Utwtdaru pom 
Hi*: ) tf Weekly Tino rmd Attendance bo port.” 
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1. Definition and purpoae 


CTO [ rooeduroH an? oijtubliehed through the issuance of ruimiriiu- 
trativo diruotlvoa prescribing rules, regulations and j>olirjlo» pertaining 
to the personnel and functions of tne agency. The purpose of such 
directives ia to develop uniformity and economy oi* operation and to pro- 
vide per r normal with written criteria as a basis for the execution of* 
assigned functiono. 

2. K oa pw ia *biiity 

Tho irocodures Unit, 'Tudget <: notion is responsible fir 
rovioTfirij^ the drafts of proposed iss uan ces (except Office Operating 
i rocoduros and letter o of Instruction^ for purpose, format, workability 
and consistency with established CTG policy, and regulatory require- 
ments; for clearing anti coordinating such drafts with the offioos or 
.Staff Sections concomed; and for appraising tho value of proposed 
proooduro in contrast to tho cost of operation. 

b« The head of each office or staff Section is responsible 
for compliance with applicable provisions of administrative directives. 


iZ'M 
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3. t yjmo of Ji roc tl von 

There aru six typori of rrr administrative directives, oimnii- 
f.uod according to purpose, scope, »lu ration nf offoativonesu, nricl 
f i 1 * p 1 i o n \ > \ 1 1 ty uo f o 1 1 ov/ ?t * 

a. Oomirnl 0 rdoru 


Oiroowivuo of immanent gonornl .In throat imd/or applicable 
all organizational units of f.Ui. Th«y announce activation nr dcMiotlva- 
t>ion of organ! sn tionu.l unit#, nooi j’Tuqertt or ro-aoal^iTiicnt of functions 
id thin tho agoncy # utntomcm fcu or revisions of agency policy and nj point- 
nort or relief of executive pemonnol. 


b. Personnel Prdorn 


Notices o.r fionlgumont, transfer and reliof oj’ personnel to 
or fmn trio various llvl gions of f T ^t. 


o. otic r an dff. 

Directives of abort duration announcing mattoim of general 
interest to tvio or more Cl r > offices. 

<U bo ttoro of Ins truction 

Directives of a temporary nature involving single offices, 
subsidiary organizational units or Individual a fchorouf. 


o. Administrative Manual 


Instructions outlining fVuidamontal procedures for tho 
proper function inn of the agency. Tin) manual is a handbook couponed 
oi instructions pertaining to tho inter— of f5.co administrative procedures 
affecting all organizational units of tho agency as distinguished from 
intra-offloo opo rating procoduros. It io looso-loaf in form mid divided 
into two parts: Part I covers vouchered funds 1 procedures and tulninistra- 
tivo directives applicable to tho entire agoncy; Part IT includos pro- 
cedures covering the use of unvouchered funds and administrative policies 
applicable only to operations financed through such funds. 

f# Office Operating Procedu res 

Directives proscribing intra-off ice procoduros, designed, 
to implement the functioning of the Office concerned. 3 u oh directives 
must not conflict with or nodi^ any of tho other typos of directives 
described above. 
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4. Fo mat 

h. V ) .« K /mort\ 1 stylo rwH fornut of nil tnoarttonyj to tho 
Ailministratl vo Manual will follow t?.*» principles outlined In tho Intro- 
duction to thin piibllotitlon ( Sue flection ‘inch inaortian will 

bo uooonpanlad by *i trnmiinittal cover shoolT. 

b. All tliroetlvco other timri Administrative T'miunl Instruc- 
tions will conform to tho follow* ng upoci f lent ion n : 

(1) Pnpor mid 

( n) General Orders, "te^rundn, Poniormoi orders, 
bottom Instruction and Office* operating ■ roooiiuron will bo published 
on standard siao 0 x 10 )j inch miner) graph or bond j;a])ur on one aide of 
the paper only In accordance with tho ho mat indicated in tho attached 
exhibit Don. 1, 2, 3, and 4. 

(o' numbering 

(a) (»or:oral f'rdoru nnd hectors of Instruction. will 
bo numbered uorially. 

(b) Itoraoxwol '' Horn, I'eEiorandn and Office Operating 
fyoooduros will bo numbered nctrl&lly for each fiscal year (X July to 

30 Juno 1 ). 


(3) Dating 


(a) In all directives the ditto at too heading in tho 
effective date unless otherwise wpecified. 

(b) Tho period oi time the directive la to remain, in 
tsffoct vd.ll always be indicated in Memoranda, bottom of Instruction, 
and office Opera ting 'roooduron. 

(4) Security Claosi flout ion 


All CIO directives will bo classified in accordance 
with tho aoourity requirement of the contents thereof. 

(C) General Ruloo 


(a) All Gen oral Orders, M 0 raoranda, bettors of 
Instruction and Office po rating Procedures will be confined to a nlnglo 
subject or activity so that each directive may bo described by a short 
simple title indicative of tho scope and noncral content of tho document. 

(b) In all directives except personnel Orders and 
betters of Instruction reference to officials will be by title only. 

(c) All forms p graphs, tables, or other similar 
exhibits will bo securely stapled to tho basic document. References to 
these attachments will be made in the approx>riate place in tho text of 
tho di motives ttioy accompany, and in addition they will bo listed at 
the end of the directive to which thoy pertain. 
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lu Prooonning of row VH motives 


a. Initiation 


/.htmovor nor/ ndrainintrativo dl recti voo era itueaod nutjuurmry, 
tho office or utriff having prlunry in to rout In 


ciio content thurw- 

r ° r initiating tho original draft in cnnfomity 
,, , , „ , i>l pnragruj U 4 above. 7) n aorvxoois 

°\ ttl ° Procedures Unit, budget '‘notion nro available to the <>rl r lnntin>r 
oifiott Co r information imd gui dunce lit the preparation of initial drafts. 


of will bq rtmponnibln 
with the approved standards outlined 


b. Review, i?ovJ.aion r.'loarmio© 


W b’pon oor.plutti on of t ) ! 0 initial draft of CIO Gtmorul 
Or do r«, ? [qino rmu.!n or additions or revision a to tic Aorainintrativij :., ( umal 
tno draft vrll*. bo /jubnlttud to t l o jroceduraa unit for editorial /nut 
format review. r non tho final draft in approved by tho originating 
u/ilce, the / roceduroe Unit (till aocuru tho nooouoary additional con- 
ourroncen, inducing Unit of tho Miviaor for t'ana^oinont mui forward the 
completed document to tho Kxoc.utivo for p a. for firm* approval, 
publication, and distribution. 

, Initial dra ft a of CTG Letters of Instruction will bo 

forwarded by tho initiating office to tho Advisor for Management for 
proconning in accordance with the procedure outlined for the Procedural! 
Unit iTi tiro case of other directives. 

(3) A copy of each Office Operating ’rocoduro will bo 
forwarded to the hxociroivo for 1 u A through the divisor for ynimrommt 
for review as to possible conflict wit!, «G policy. Tho LxooutiyJ for 
! t: A will maintain a complete ^ilo o ‘‘ such hrocoriuret; for roforence 
purposes. 


c. Authentication 


T),<5 hxooutivo for foruonnol and Administration vfill nii-u 
all CIO General Orders, Personnel Orders, Memoranda, Letters of Instruc- 
tion ana the transmittal cover shoots of all Insertions to tho Adninls- 
trativo manual. Assistant Directors or officials designated by them 
will sip Office Operating hrocedurec. no directive will bo effective) 
unless it bears the signature o f tho appropriate official. 

d* Reproduction 

The Executive for Poroonnol nnd Administration will bo 
roeponeiblo for t)io reproduction of CIO General Ordorn, Adniniatrntiv. 
Manual, r.rsonnol Or dor o, ” 0 norandn, and Letters of Instruction, nnd 
*„ render such sorvioo as way ba roqueoted in tho reproduction of 
Office Operating Procedures. 
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o* Distribution 

The Sxocutlvu i’or Innumnol anil Administration will bo 
responsible for tho distribution a C nil (’TO blreo tivac, except nffiao 
Operatin', Procedures , In anaordnrion with approved distribution lists 
end approved security plena, Tho distribution o r dirootlvun will 
gone rally bo limited to those individuals, unite or Off Icon concerned 
with the oontontu thereof. 

f . Arum drum ts 


r Vnon«biont« or rose lesions to any CIO directives nil! bn 
initiated, reviewed, cl on rod an 1 die fcri butoci in tiro seine nuii’io r nr: tho 
basic directive. 


25X1A 


Fours 


1. Definition and ,'nrpoae 


a. A form la n printed, roproduccd or typed document v/1 th 
blank spaces provided for the insertion of specific information. a 
fon.i lottor (for purposes of this instruction considered a fonf xu a 
printed or roproduoad letter deoiled to be uoud for one mulling to 
several dustinatl one or for repeated mailings. 

b. Tb-u purpoao of tho standardization of forma is to secure 
o co?: may in the designing, printing, storing# distribution , and U 30 of 
foms us well as to insuro uniformity in tho procedures employed by 
tl;o organizational units of the agency In dealing with common problems. 

c. Tho types of formo used within GTCr are : 

(1^ Standard Fornfl approved by the President, comptroller 
General, Secretary oY "ihW Treasury, or Bureau of the Budget for manda- 
tory use by tho government service generally* 

(21 Civil fiorvice Forms a* proved by the Civil ttorvice 
Commission for use gono rally by goVcmmont agercioa. 

(?) Miscellaneous yfrraa approved by government departments 
and agencies for uso by othor govoriTiaunt agendas which are authorized 
for U 30 within CIG. 

(4) CIG Pome approved by tho Procedures Unit, Budget 
Section, for use by^cYtf* 

2. Authority and/or Responsibility 

a. The I rocoduron Unit, Budget Section ic authorized to 
rovioT? and control tho use, application and reproduction of forms to 
bo usod by CIG* and will bo responsible for deriving maximum utility nnd 
uniformity at minimum expense. Occasional or periodic surveys of forms 
in use may bo made by the Procedures Unit in order to assure that the 
forms program is achieving its purpose. 
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b. Uou ,on.u ro vinl on ji of uxintln;; torus ra.ot bo «u»«nihtf»d 

to ti.o i rocodurow Unit for furhUor dovelopmunt ami/or approval. T h© 
irnuoauros Uni* nuy ro H w.iro t,o mluptntioji of /in ojd*ittn>; c'r> fum or 
o*^.*ox ).om if It uppuarii to bo mi 3 tablet for tho jMirporio* 

jjroiiouu In few or jjavifiad /oruu 


t\* Initiation 


* ”■■ a vmrK prooonn can no iupmvod bv 

tlio ostabli »hwo;it of a fom(«\ or roviaion of fir. wxintir, ♦’oU*., fl *;Vo + rh 
or t:,o proposed n»m will bo aubiiitUid U, ’•r«o»d«w/n n !t, n„d‘-ot 
Section, accompanied by for . .’M-n, Koprowe M orr Requisition 5.*! duplicate, 
buo/, proposed f’o n.i /mould ; oir r , oomqI no U t3u fuujri ptiv© of j tn mo 
usually at th., top -ulo.ri doui.-i, or p-rpoo': thin pool ti on in-’ 

practicable. monthly uaa,;« will bo indicated" oti ' no roqui sitiom 

ana a miiilcum supply o;.' sin months' anticipated requirements should bo 

ordered. doe as Instruction . If tho fen, in for temporary use 

or xi only » doilnlto .number oT coplbn arc noedod for a specific purpose 
au appropriate explanation should be inscribed within "ponarkn" on porw 
:;fK looot,s for approval o ' forms which m.at bo alibied wit;!, otb.ir 
iomo miouxd luoludo ». notation > that offoct. 


b* Bevlow, Ho vision > Cl/m ranoo 

Vho Procedures IWt, Budget Section, will dooiijn ft, run to 
corrooponu with current stonuurda of style and format, ansl.y, CIS form 
numbers and dates and bran omit drafts to the orfeinetin.* o'Tieo for 
concurrence. Upon cwimmco tho for ;a will be'Votumed to tho pro- 
cedures nit for final proooeiiing «uul forwarding tr. tho Reproduction 
ectxon i«r duplication. 


c# ft.pploniduaoiit of Current Koras 

normally only a Iwo raontna’ supply of a no vi jam it; 
delivered dirootly tu tho requestin', of fice; the balance of tho ardc- 
is sent to Supply Section. Service* Division, which io responsible 
for maintaining adequate stocks of all aotivo forms used within CTf!. 
Ouco a form inia bacons nr; agoncy stock Item, it is requisitioned from 
trie supply Section in nccordanco wit!, tho o*tabli ahed CTO*pn,curoncnt 
procedure on Form ;jo. 30-7 "Roquoat for Supplies, Fquipment or fervioo." 
Inventories will be replenished by tho Supply Action on Pen-. ;i(i-p 
Reproduction Requisition" by routing tho requisition through tho pro- 
cod u roc Unit, Bud&ot Doctiou, Tor approval of the '* re-run.” 

4. Procure meat of Special t y-Typp Foma 

Requests for procurement of Specialty-Type !traa, fan-old, 
continuous, carbon-interleaved, or receipt book, will be submitted to 
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tho irocoduroa Unit, budget .suction, on Korin 30-7 "Request for uupjlltic, 
Equipment or lorvicejf 1 imooriptiniod by « awnpio or nkotoh and detailed 
ju& ti ficmtion indlotttxut* anticipated ocottonilon oxpoctod fron the uyc of 
tUo form. A brim/' statement outlining pertinent dutu regard! u*; tho 
disposition, use, obo. f should bo provldod nnci the owtirmted volume of 
Monthly urmjyj furnished. Tf any special typo of equipment or dovico 
'•ill have to bci purchased for uikj in connect! on wJ U, a special form, 
dotal Is d info mu Mon nuat bo provided ami prior appropriate approval 
received boforo poroimoo orders rmy bo placed. T n nil ouaou the ppo~ 
coduron Unit will perform tho u in ail technical nnalysia of n form boforo 
formirdin^ the approved final draft thereof and Do Kmju tuition Korn ro, 
30-7 to tho Supply "action for purohatiinc. If in doubt nn to whether 
u form fulle into this oaboi'ory, the Vrocociurori Unit should bu c»ir.«ultod 
prior to tho submission of a roquisitS on. 

b* Obaolcvto and bupuraodod ‘brr.E 


a. wheriovor u fori becomes obsolete, or is nuporuoded, the 
Office primarily in tores tod will infora tho frocoduroci Unit, budget 
Emotion, and indlcato tho donlrod disposition a*' any aupplion ronaininp, 
in stock. 


b. Tri roquosting revisions of .(hiian, tho interested office 
will insert tho wont applicable of tho following atatorumtn on tho 
revised sketch ? 

(1) Proviouo edition?* aro not to bo used. 

(2) Previous editions may bo used. 

(3} Edition of (date) nay h« used. 

(4) Hop 1ft cos ForrafTTDe-X and XX -X which are nob to bo used. 

(5) Replaces Korns XX-X and X»:C which nay bo ur.«d. 

*>• Use of Approved Poms 


Tho rendition of reports, returns, etc., in manuscript is 
unauthorised when forms proscribed fbr that purpose are available, 
instructions tor tho uso of approved forma will be initiated by tho 
originatin ; office. Such instructions will spocify tto particular 
fonr. by nu; bor and will require its use when supplies are available. 
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